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Policy Framework
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The following documenta<on outlines the board’s
governance framework and is aligned with the school’s
Charter values
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IntroducDon
The board of trustees of Paeroa College is focused on the ongoing improvement of student progress and achievement
within an environment that provides inclusive educa<on.
Refer to the New Zealand Curriculum, the New Zealand Disability Strategy, and the United Na;ons Conven;on on the
Rights of Disabled People.
To ensure eﬀec<ve school performance, the board is commiUed to maintaining a strong and eﬀec<ve governance
framework that incorporates legisla<ve requirements and good prac<ce.
Governance and Management
The following are the board’s agreed governance and management deﬁni<ons which form the basis upon which both
the working rela<onships and the board’s policies are developed.
Governance

Management

The ongoing improvement of student progress and
achievement is the board’s focus.

The board delegates all authority and accountability for
the day-to-day opera<onal organisa<on of the school to
the Principal who must ensure compliance with both the
board’s policy framework and the law of New Zealand.
[For detail see Opera<onal Policies]

The board acts in a stewardship role and is entrusted to
work on behalf of all stakeholders. It is accountable for
the school’s performance, emphasises strategic
leadership, sets the vision for the school and ensures
compliance with legal and policy requirements.
Board policies are at a governance level and outline clear
delega<ons to the Principal. The board and Principal form
the leadership, with the role of each documented and
understood. The Principal reports to the board as a whole
with commiUees used sparingly and only when a need is
iden<ﬁed in order to contribute to board work.
The board is proac<ve rather than reac<ve in its
opera<ons and decision making and does not involve
itself in the administra<ve details of the day-to-day
running of the school.

In developing the above deﬁni<ons for Paeroa College the board is mindful of the following excerpts from the Educa<on
Act 1989:
Educa<on Act 1989, (Sec<on 75, 72, 76, 65 and 66)
The Educa<on Act 1989 was revised on 13th June 2013 to beUer reﬂect the board’s primary focus of student
achievement. The legal and prime responsibility of boards of trustees is determined by Sec<on 75 of the Educa<on Act
1989:
s.75 FuncDons and powers of boards
(1) A school's board must perform its func<ons and exercise its powers in such a way as to ensure that every
student at the school is able to aUain his or her highest possible standard in educa<onal achievement.
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(2) Except to the extent that any enactment or the general law of New Zealand provides otherwise, a school's
board has complete discre<on to control the management of the school as it thinks ﬁt.
s.72 Bylaws –
Subject to any enactment, the general law of New Zealand, and the school's charter, a school's board may make for the
school any bylaws the board thinks necessary or desirable for the control and management of the school.
s.76 Principals –
(1) A school’s Principal is the board’s chief execu<ve in rela<on to the school’s control and management.
(2) Except to the extent that any enactment or the general law of New Zealand provides otherwise, the Principal
(a) Shall comply with the board’s general policy direc<ons; and
(b) Subject to paragraph (a), has complete discre<on to manage as the Principal thinks ﬁt the school’s day to
day administra<on.
s.65 Staﬀ
….A board may from <me to <me, in accordance with the State Sector Act 1988, appoint, suspend, or dismiss staﬀ.
s.66 DelegaDons
(1) The governing board of a board may delegate any of the func<ons or powers of the board or the governing
board, either generally or speciﬁcally, to any of the following persons by resolu<on and wriUen no<ce to the
person or persons:
(a) a trustee or trustees:
(b) the Principal or any other employee or employees, or oﬃce holder or holders, of the board:
(c) a commiUee consis<ng of at least 2 persons, at least 1 of whom is a trustee:
(d) any other person or persons approved by the board's responsible Minister:
(e) any class of persons comprised of any of the persons listed in paragraphs (a) to (d).

In order to carry out eﬀec<ve governance of the school the board has developed the following policy framework:
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Our Learners
will have the
courage,
experience,
passion and
skill to
engage in
pathways that
they can
excel in.
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We will serve,
build and
maintain
positive
reciprocal
relationships
with our
community.

Our Teachers will
collaborate and
innovate around a
curriculum that
focusses on the
learners and what
they need to
succeed.

Introduction to Paeroa College
Paeroa College is a decile 2, Year 9-13 state co-educational school in the heart of the
Hauraki District. It is very much an inclusive, family orientated school of approximately
250 students with some of these being the third generation of their family to attend. Our
students come from a range of backgrounds and just less than half identify as Māori with
the remainder almost all Pākēhā.
Our motto, Mahi Tahi Kia Kaha, reflects our belief that hard work and collective effort will
benefit everyone.
Our students are proud of their school. This pride is reflected in the welcoming
atmosphere and the beautifully maintained buildings and grounds. The school provides
an attractive teaching and learning environment. It has a proven history of academic,
sporting and cultural excellence.
Paeroa is a vibrant community with a population of just under 4000. The people of
Paeroa take pride in their community and the school benefits from good links with the
local council and businesses.
Paeroa College is part of a Kāhui Ako with our 8 contributing full Primary schools and
Goldfields, our local special needs school. In addition, we also host a Goldfields satellite
class on our site.
The local Māori community comprises of four local iwi: Ngāti Hako, Ngāti Tara, Tokanui,
and Ngāti Tamaterā.
Our vision – where we want to get to in the future
Paeroa College: Excelling as a courageous, innovative, can do community
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Our strategic intentions 2018-2020 – how we will go about realising our vision
Our Learners will have the courage, experience, passion and skill to engage in
pathways that they can excel in. We will serve, build and maintain positive reciprocal
relationships with our community.
Our Teachers will collaborate and innovate
around a curriculum that focusses on the learners and what they need to succeed.

Values - the views that influence our actions
Whaia tōu mana motuhake ki tōna taumata! Pursue your uniqueness to excellence!
Mahi tahi kia kaha! Work together to become stronger!
We are a community! Through our collaboration and hard work, we will improve our
community, the wider community and individual outcomes within that.
We will meet the learning needs of our diverse groups of students. We will embrace the
bicultural heritage of New Zealand and will develop a college that encourages all
learners to experience success as culturally centred individuals. As a College we are
committed to the values and principles of the Treaty of Waitangi.
We will support all students, staff, family, and whānau to feel a part of our College and
community. We will develop our ability to be courageous, positive, innovative and we will
always aim for excellence.

!8

Our Individual Profiles
A Learner graduating from Paeroa College will:
- Be literate and numerate
- Know his/her passion
- Make considered decisions
- Have had a broad experience – and demonstrate willingness to try new things
(courageous)
- Demonstrate resilience be able to understand and respond to failure
- Have the tools they need to function independently to be healthy happy adults
- Be able to access the pathway of their choice
A staff member at Paeroa College supports learning by:
- Visibly reflective, learning and adaptive
- Will be able to make learning relevant
- Builds strong culturally appropriate relationships with students and adults
- Organised, professional and prepared
- Committed to the principles of the Treaty of Waitangi
- Committed to delivering the vision of the school
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How are we going to get there? What are our Intentions and
Actions for 2019?
Annual Plan 2019-Targets
Target 1: In 2019, our Year 13 students will achieve
NCEA Level 3 at or above the national average. Our
Māori students will achieve at the same rate as our
non-Māori students. In 2018 40% of our Yr 13
students achieved NCEA L3, this figure was down
from 66% in 2017.

In 2018, our year 13 students achieved well below
the national average. A key focus for us will be in
retaining our Year 13 students until the end of the
year. To do this, our students must feel they can
successfully achieve a Level 3 qualification.

Target 2: All year 13 students who study 3 or more
University approved subjects will earn University
Entrance

Many of our Year 13 students do not anticipate
attending University. This goal is set to enable as
many students as possible to keep their life choices
open and flexible.

Target 3: 21/42 of our Year 12 students will achieve
NCEA L2 with an endorsement. The comparable
statistic in 2018 was 44%

The endorsements we are targeting are either
Vocational Pathways awards, Merit or Excellence
endorsement or Course endorsements depending
on the individual student’s personal goals and
direction.

Target 4: Numeracy within the Junior School (years
9 and 10).

We have identified mathematics/numeracy as an
area for development in the Junior School. We will
be building on our experience lifting school-wide
writing progress to make targeted interventions to
improve outcomes for learners. This is also a Kāhui
Ako focus.

•

All learners who begin the year below
the expected level of the curriculum for
Maths will make accelerated progress
of more than 2 curriculum sub-levels.

Target 5: 100% of our teaching staff will engage in
teaching inquiries that are innovative and
collaborative and support powerful professional
growth

Teachers will have the support of a member of the
Senior Leadership Team to co-construct a robust
teaching inquiry that will develop identified areas for
growth within the Standards for the Teaching
Profession.

Target 6: As part of the Home-School Partnership,
will develop the Parent Portal for all year levels to
enable families to monitor and track their child’s
academic and pastoral progress.

This will build community engagement through
increased communication with families and whānau
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Our Learners will have the courage, experience,
passion and skill to engage in pathways that they can
excel in.
Intent

Action

Person

When

Link to
Target

We will improve
our provision
for Work
Experience,
Pathways and
Transitions for
senior
students.

Develop a work-readiness programme in which
students will engage prior to work placements

YM

Term 1

1, 2, 3

Develop and implement a passport programme of
“adulting” survival skills

YM/WI

Term 1
and
ongoing

Track and support the development and achievement
of year 13 pathways across the year

YM/WI

Ongoin
g

We will identify
and support
groups of
students at risk
of not
achieving their
potential

Develop and implement an increasingly robust and
personalised approach to students’ learning through
our Academic Tutoring and our Learner Journal. This
will enable us to support all students to achieve their
very best.

YM
CM

Term 1
and
ongoing

Develop and implement student-focussed tracking
systems that target attendance and retention

HK/YM/
CM

Term 1
and
ongoing

We will support
students to
develop
positive health
and well-being

Increase the hours and visibility of our school
counsellor

CM

Term 1

Conduct and evaluate a student wellness survey to
identify student wellness challenges and begin to
address them

HK

Term 2
(survey)

Ensure all teaching staff receive professional
development in Restorative Practice and Relational
Pedagogy

HK

Term 2

Evaluate current Senior Student leadership roles and
selection process and establish new processes as
indicated. Establish Job Descriptions

SLT

Term 3

Stock-take and evaluate current student leadership
roles and opportunities at all year levels. Identify areas
for potential value-added.

SLT

Term 3

Combine Junior and Senior Councils under the
leadership of Head Students

HK

Term 2

We will
evaluate and
refine student
leadership
development
opportunities at
all year levels
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1,2,4

1, 5

1,2,3

We will serve, build and maintain positive reciprocal
relationships with our community.
Intent
We will be visibly
bicultural

Action

-

Link to
Target

SLT

Ongoing

1,2,3,4,5

SLT

Ongoing

SLT

Ongoing

YM/CM

Ongoing

Increased and correct signage in Te Reo
Māori
Ensuring all students know and can
perform the school haka and waiata
A strong focus on Te wiki o Te Reo Māori
and Matariki week
The establishment of a kapa haka group

Our curriculum will reflect our bicultural heritage
through:

-

The embedding and refinement of new Te
Reo Māori and Te Ao Māori curriculum
All Junior students will participate in
targeted Te Reo Māori instruction
Accelerated Te Reo Māori pathways for
students coming to the College from
immersion primary classrooms
Engagement with Te Wananga o
Aoteraoa to offer Academies focussed on
Te Ao Māori

Our school culture will reflect our bicultural
heritage through:

-
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When

The school environment will reflect our bicultural
heritage:

-

We will broaden
our community
engagement

Person

Increased engagement with local marae
and whānau
Māori awards evening
A focus on Cultural Relationships for
Responsive Pedagogy through our Kāhui
Ako development focus and targeted
school-based professional development

We will develop the KAMAR Parental Portal to
share real-time academic and pastoral progress
and achievement

5, 6

We will celebrate
success as an
integral part of
our community

We will be active
in our Kāhui Ako

We will actively
promote
sustainable
environmentalism
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We will open our school grounds and buildings to
community use whenever possible

WI

Ongoing

We will actively seek to promote and strengthen
our relationship with Goldfields School (housed
on-site)

HK

Ongoing

We will develop a strategic plan for sport including
community consultation process

WI

Term 2-4

We will use our sign, social media, school
newsletter and website to celebrate our success
at every opportunity

HK

Ongoing

We will develop our branding including signage
around the frontage of the school

HK

Term 3

We will increase the “sense of occasion” and
visibility with regards to our awards nights and
prize-giving

WI

Term 1
Term 4

We will actively participate in the Kāhui Ako
leadership process

HK

Ongoing

We will work to build seamless literacy and
CM/HK
numeracy transitions between contributing primary
schools and the College

Terms 2-4

We will embrace the Kāhui Ako professional
development opportunities in mathematics and
CRRP

SLT

Ongoing

We will continue to partner with the community to
embed the enviroschools ethos and use it to
support integrated learning contexts

CM

Ongoing

We will develop a long-term landscape plan that is HK
focussed on sustainability and is responsive to
student and community aspirations

Term 3-4

1, 2, 3

4, 5

4, 5

Our Teachers will collaborate and innovate around a
curriculum that focusses on the learners and what they
need to succeed.
Intent

Action

Our teachers will
engage in a
continuous
improvement
model of
classroom
practice

When

Link to
Target

Teachers will complete a rigorous and transparent HK
teaching inquiry with the support of a senior leader SLT

Ongoing/
complete
d Week 3
Term4

5

Every teacher will be part of a collaborative team/
PLG focussed on reflection and co- construction
of curricula designed to maximise outcomes for
students

SLT

ongoing

A mentoring system for beginning teachers and
teachers new to the school will be implemented
and resourced

YM

Term 1
ongoing

We will build our
capacity around
Cultural
Responsiveness
and Relational
Pedagogy

We will engage with our Kāhui Ako PLD and
HK
Poutama Pounamu to increase a focus on building
cultural relationships for responsive pedagogy.

Ongoing

We will deliberately prioritise school and individual
PLD to support a growing a growing
understanding and practice of Culturally
Responsive Pedagogy

HK

Ongoing

We will become
better teachers of
mathematics

We will focus with our expert partners and Kāhui
Ako on developing our understanding of teaching
and assessing mathematics across the school.

YM
CM

Ongoing

4,5

We will prioritise
relational trust
and hauora
amongst our staff

We will co-construct a robust and living staff
agreement

HK

Term 2

5

We will be deliberate in our focus on staff
wellbeing

SLT

Ongoing
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Person

1,5,6

Part 2

Governance Policies

These governance policies outline how the board will operate and set standards and performance expecta<ons that
create the basis for the board to monitor and evaluate performance as part of its ongoing monitoring and review cycle.
(See 3 year review programme).

1. Board Roles and ResponsibiliDes Policy
The board of trustees’ key areas of contribu<on are focused on four outcome areas:
Representa<on
Leadership
Accountability
Employer Role

The board
1.

Sets the strategic direc<on and long-term
plans and monitors the board’s progress
against them

The Standards
1.1
1.2
1.3

1.4
1.5
2.

Monitors and evaluates student progress and
achievement

2.1

2.2

2.3

The board leads the annual charter review process
The board sets/reviews the strategic aims by
February mee<ng
The board approves the annual plan and targets
and ensures the Charter is submiUed to the
Ministry of Educa<on (MoE) by 1 March each year
Regular board mee<ngs include a report on
progress towards achieving strategic aims
The Charter is the basis for all board decision
making
The board approves an annual review schedule
covering curriculum and student progress and
achievement reports
Reports at each regular board mee<ng, from
Principal, on progress against annual plan, highlight
risk/success
Targets in the annual plan are met, the curriculum
policy is implemented and there is sa<sfactory
performance of curriculum priori<es

3.

Appoints, assesses the performance of and
supports the Principal

3.1

Principal’s performance management system in
place and implemented

4.

Approves the budget and monitors ﬁnancial
management of the school

4.1
4.2

Budget approved by the ﬁrst mee<ng each year
Sa<sfactory performance of school against budget

5.

Eﬀec<vely manages risk

5.1

The board has an eﬀec<ve governance model in
place
The board remains briefed on internal/external risk
environments and takes ac<on where necessary
The board iden<ﬁes 'trouble spots' in statements of
audit and takes ac<on if necessary
The board ensures the Principal reports on all
poten<al and real risks when appropriate and takes
appropriate ac<on

5.2
5.3
5.4
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The board
6.

Ensures compliance with legal requirements

The Standards
6.1

6.2

6.3
6.4
6.5
7.

Ensures trustees aUend board mee<ngs and
take an ac<ve role

7.1
7.2
7.3
7.4

New members have read and understood the
governance framework including policies, the
school charter, board induc<on pack and
requirements and expecta<ons of board members
New and con<nuing members have been kept
aware of any changes in legal and repor<ng
requirements for the school. Board has sought
appropriate advice when necessary
Accurate minutes of all board mee<ngs, approved
by board and signed by chair
Individual staﬀ/student maUers are always
discussed in public excluded session
Board mee<ngs have a quorum
Board mee<ngs are eﬀec<vely run
Trustees aUend board mee<ngs having read board
papers and reports and are ready to discuss them
AUendance at 80% of mee<ngs (min.)
No unexplained absences at board mee<ngs (3
consecu<ve absences without prior leave result in
immediate step down) Refer Educa<on Act 1989,
s104 (1) (c)

8.

Approves major policies and programme
ini<a<ves

8.1
8.2

Approve programme ini<a<ves as per policies
The board monitors implementa<on of programme
ini<a<ves

9.

Fulﬁls the intent of the Treaty of Waitangi by
valuing and reﬂec<ng New Zealand’s dual
cultural heritage

9.1

The Treaty of Waitangi is obviously considered in
board decisions
The board, Principal and staﬀ are culturally
responsive and inclusive

Approves and monitors human resource
policy/procedures which ensures eﬀec<ve
prac<ce and contribute to its responsibili<es
as a good employer

10.1

10.

9.2

10.2
10.3

Becomes and remains familiar with the broad
employment condi<ons which cover employees
(i.e. Staﬀ employment agreements and
arrangements)
Ensures there are personnel policies in place and
that they are adhered to e.g. Code of Conduct
Ensures there is ongoing monitoring and review of
all personnel policies

11.

Deals with disputes and conﬂicts referred to
the board as per the school’s concerns and
complaints procedures

11.1

Successful resolu<on of any disputes and conﬂicts
referred

12.

Represents the school in a posi<ve,
professional manner

12.1

Code of behaviour adhered to

13.

Oversees, conserves and enhances the
resource base

13.1

Property/resources meet the needs of the student
achievement aims
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The board
14.

Eﬀec<vely hands over governance to new
board/trustees at elec<on <me

The Standards
14.1
14.2
14.3
14.3

New trustees provided with governance manual
and induc<on
New trustees fully briefed and able to par<cipate
following aUendance at an orienta<on programme
Appropriate delega<ons are in place as per s66
Educa<on Act
Board and trustees par<cipate in appropriate
professional development

Review Schedule: Annually
Review Date 23/07/2019
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Next Review Date 2020

Board Chair ______________________________________

2. ResponsibiliDes of the Principal Policy
The Principal is the professional leader of the school and the board’s chief execu<ve working in partnership with the
board of trustees. The Principal shall not cause or allow any prac<ce, ac<vity or decision that is unethical, unlawful, and
imprudent or which violates the board’s Charter or expressed values or commonly held professional ethic.
Alongside their professional role, the Principal’s key contribu<on to day-to-day management of the school is as per the
management deﬁni<on in the introduc<on to this governance manual.
The Principal is responsible for overseeing the implementa<on of board policy including the Charter. Reference in
documenta<on to the school, management and staﬀ is to be read as “Principal” for responsibility for implementa<on.
From <me to <me the chair of the board ac<ng within delegated authority may issue discre<ons in policies of the
school, in minutes of the board, or by wriUen delega<on.
The responsibili<es of the Principal are to:
1.
2.
3.
4.
5.
6.
7.

8.
9.
10.
11.

12.
13.
14.
15.
16.
17.
18.
19.
20.

Demonstrate a recogni<on that the people who work, learn and interact with the College and the rela<onships
between them are of the highest importance in the College’s success.
Meet the requirements of the current job descrip<on.
Meet the requirements of their employment agreement including the 4 areas of prac<ce from the Principals’
Professional Standards.
Act as the educa<onal leader and day-to-day manager of the school within the law and in line with all board
policies.
Par<cipate in the development and implementa<on of their annual performance agreement and par<cipate in
their annual review process.
Develop, seek board approval of, and implement an annual plan that is aligned with the board’s strategic plan,
meets legisla<ve requirements and gives priority to improved student progress and achievement.
Use resources eﬃciently and eﬀec<vely and preserve assets (ﬁnancial and property) including engagement of
contractors within budget plus unbudgeted contractors to a value of $5000 and authorising other unbudgeted
payments to a value of $5000.
Put good employer policies into eﬀect and ensure there are eﬀec<ve procedures/guidelines in place.
Allocate pay units for appropriate posi<ons.
Ensure eﬀec<ve and robust performance management systems are in place for all staﬀ which include
performance management reviews, aUesta<ons for salary increases and staﬀ professional development.
Undertake inquiry into poten<al breaches of discipline. In the event the issues under inves<ga<on are not
resolved informally or the Principal is of the view that the maUer should proceed to the board, then the
Principal may ini<ate formal disciplinary procedures by forwarding relevant documents to the board. If during
any such inquiry the Principal believes that the welfare of any student or employee at the school so requires,
discre<onary leave may be arranged.
Employ, deploy and terminate relieving and non-teaching staﬀ posi<ons.
Employ teaching staﬀ as per the appointments policy.
Grant and or require the following in rela<on to leave: A medical cer<ﬁcate for sick leave when in excess of ﬁve
days. Authorise discre<onary leave not exceeding a total of 5 days.
Communicate with the community on opera<onal maUers where appropriate.
Refrain from unauthorised public statements about the oﬃcial posi<on of the board on controversial social,
poli<cal, and/or educa<onal issues.
Keep the board informed of informa<on important to its role.
Report to the board as per the board’s repor<ng policy requirements.
Act as Protected Disclosures Oﬃcer and ensure procedures are in place to meet the requirements of the
Protected Disclosures Act 2000.
Appoint, on behalf of the board, the Privacy Oﬃcer and EEO Oﬃcer.

Only decisions made by the board ac<ng as a board are binding on the Principal unless speciﬁc delega<ons are in place.
Decisions or instruc<ons by individual board members, commiUee chairs, or commiUees are not binding on the
Principal except in rare circumstances when the board has speciﬁcally authorised it.
!18

The rela<onship is one of trust and support with expecta<ons documented in the rela<onship policy. All par<es work to
ensure “no surprises”.
The Principal is not restricted from using the expert knowledge of individual board members ac<ng as community
experts.
Review schedule: Annually
Review Date 19/03/2019
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Next Review Date 2020

Board Chair ______________________________________

3. Disciplinary Process in RelaDon to the Principal Policy
In the event the board receives a complaint regarding the Principal or determines that policy viola<on(s) may have
occurred in the ﬁrst instance the board will consider whether this may be dealt with in an informal manner (as per the
employment agreement provisions that apply to the Principal). Where the board considers the degree and seriousness
of the concern or viola<on(s) suﬃcient to warrant ini<a<ng a disciplinary or competency process, the board shall seek
the support and advice in the ﬁrst instance from an NZSTA adviser to ensure due process is followed.
Review schedule: Triennially
Review Date 13/03/2017
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Next Review Date 2020

Board Chair ______________________________________

4. Principal Professional Expenses Policy
A budget for professional expenses and for professional development will be established annually in accordance with
the Principal’s professional development plan contained in their performance agreement and be included in the budget.
Spending within budget is with the approval of the board. Any overseas trips for professional development must be
approved by the board of trustees at least one term in advance of the event.
Professional development expenses may include but are not conﬁned to: con<nuing educa<on, books and periodicals,
mentoring, and aUendance at professional conferences.
Review schedule: Triennially
Review Date 13/03/2017
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Next Review Date 2020

Board Chair ______________________________________

5. ReporDng to the Board Policy
The Principal reports to the board as a whole and keeps it informed of the true and accurate posi<on of the outcomes
of curriculum; teaching and learning; ﬁnancial posi<on; and all maUers having real or poten<al legal considera<ons and
risk for the school. Thus the board is supported in its strategic decision-making and risk management by also requiring
the Principal to submit any monitoring data required in a <mely, accurate and understandable fashion. Therefore, the
Principal must ensure that they:
1.
2.

3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Inform the board of signiﬁcant trends, implica<ons of board decisions, issues arising from policy maUers or
changes in the basic assump<ons upon which the board’s strategic aims are based.
submit wriUen reports covering the following management areas for each board mee<ng:
▪ Principal’s management report including:
i. Strategic Aim Report
ii. Personnel Report
iii. Finance Report
iv. Variance Report
v. Key Performance Indicators
and,
▪ the coordina<on and approval of the following reports:
vi. Student Progress and Achievement Report
vii. Curriculum Report
inform the board in a <mely manner of any signiﬁcant changes in staﬃng, programmes, plans or processes that
are under considera<on
submit any monitoring data required in a <mely, accurate and understandable fashion
report and explain ﬁnancial variance against budget in line with the board’s expecta<ons
report on the number of stand-downs, suspensions, exclusions and expulsions on a per mee<ng basis
report and explain roll variance against year levels and reasons on a per mee<ng basis
present informa<on in a suitable form – not too complex or lengthy
inform the board when, for any reason, there is non-compliance of a board policy
recommend changes in board policies when the need for them becomes known
highlight areas of possible bad publicity or community dis-sa<sfac<on
coordinate management/staﬀ reports to the board and present to the board under the Principal’s authority
regularly report on the implementa<on of the annual plan and progress towards mee<ng student achievement
targets
report on any maUer requested by the board and within the speciﬁed <meframe

Review schedule: Triennially
Review Date 13/03/2017
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Next Review Date 2020

Board Chair ______________________________________

6. Trustees’ Code of Behaviour Policy
The board is commiUed to ethical conduct in all areas of its responsibili<es and authority. Trustees shall:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Maintain and understand the values and goals of the school
Ensure the needs of all students and their achievement is paramount
Be loyal to the school and its mission
Publicly represent the school in a posi<ve manner
Respect the integrity of the Principal and staﬀ
Observe the conﬁden<ality of non-public informa<on acquired in their role as a trustee and not disclose to any
other persons such informa<on that might be harmful to the school
Be diligent and aUend board mee<ngs prepared for full and appropriate par<cipa<on in decision making
Ensure that individual trustees do not act independently of the board’s decisions
Speak with one voice through its adopted policies and ensure that any disagreements with the board’s stance
are resolved within the board
Avoid any conﬂicts of interest with respect to their ﬁduciary responsibility
Recognise the lack of authority in any individual trustee or commiUee/working party of the board in any
interac<on with the Principal or staﬀ
Recognise that only the chair (working within the board’s agreed chair role descrip<on or delega<on) or a
delegate working under wriUen delega<on, can speak for the board
Con<nually self-monitor their individual performance as trustees against policies and any other current board
evalua<on tools
Be available to undertake appropriate professional development

I, xxxxxxxx, have read and understood this Code of Behaviour Policy and agree to follow and abide by it to the best of
my ability.
Signature:
Date:
Review schedule: Triennially
Review Date 23/07/2019
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Next Review Date 2022

Board Chair ______________________________________

7. Trustee RemuneraDon and Expenses Policy
The board has the right to set the amount that the chair and other board members are reimbursed for aUendance at
board mee<ngs in recogni<on that these fees cover the expense of aUending board mee<ngs. The Principal, as a
member of the board is en<tled to the same payment as all other trustees except the chair. Currently at Paeroa College;
1
2
3
4

The chair receives $75.00 per board mee<ng
Elected board members receive $55.00 per board mee<ng
There is no payment for working group/commiUee mee<ng
AUendance fees are non-taxable within the agreed non-taxable amounts of $605 annually for trustees and
$825 for the chair
5 AUendance costs for professional development sessions will be met by the board of trustees. Prior approval
must ﬁrst be sought
6 All other reimbursements are at the discre<on of the board and must be approved prior to any spending
occurring
Review schedule: Triennially
Review Date 30/04/2019
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Next Review Date 2022

Board Chair ______________________________________

8. Conﬂict of Interest Policy
The standard of behaviour expected at Paeroa College is that all staﬀ and board members eﬀec<vely manage conﬂicts of
interest between the interests of the school on one hand, and personal, professional, and business interests on the
other. This includes managing poten<al and actual conﬂicts of interest, as well as percep<ons of conﬂicts of interest.
The purposes of this policy are to protect the integrity of the school decision-making process, to ensure conﬁdence in
the school’s ability to protect the integrity and reputa<ons of board members and meet legisla<ve requirements. Upon
or before elec<on or appointment, each person will make a full, wriUen disclosure of interests, rela<onships, and
holdings that could poten<ally result in a conﬂict of interest. This wriUen disclosure will be kept on ﬁle and will be
updated as appropriate.
In the course of board mee<ngs, board members will disclose any interests in a transac<on or decision where their
family, and/or partner, employer, or close associates will receive a beneﬁt or gain. Auer disclosure, the person making
the disclosure will be asked to leave the mee<ng for the discussion and will not be permiUed to vote on the ques<on.
Review schedule: Triennially
Review Date 30/04/2019
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Next Review Date 2022 Board Chair ______________________________________

9. Chair’s Role DescripDon Policy
The chair of Paeroa College safeguards the integrity of the board’s processes and represents the board of trustees to the
broader community. The chair ensures that each trustee has a full and fair opportunity to be heard and understood by
the other members of the board in order that collec<ve opinion can be developed and a board decision reached. The
board’s ability to meet its obliga<ons and the plans and targets it has set are enhanced by the leadership and guidance
provided by the chair.
The Chair:
1. Is elected at the ﬁrst board mee<ng of the year except in a triennial trustee elec<on year where it shall be at the
ﬁrst mee<ng of the board*
2. Welcomes new members, ensures that the conﬂict of interest disclosure is made and the code of behaviour is
understood and signed, and leads new trustee induc<on
3. Assists board members' understanding of their role, responsibili<es and accountability including the need to
comply with the Trustees’ Code of Behaviour policy
4. Leads the board members and develops them as a cohesive and eﬀec<ve team
5. Ensures the work of the board is completed
6. Ensures they act within board policy and delega<ons at all <mes and do not act independently of the board
7. Sets the board's agenda and ensures that all board members have the required informa<on for informed
discussion of the agenda items
8. Ensures the mee<ng agenda content is only about those issues which according to board policy clearly belong
to the board to decide
9. Eﬀec<vely organises and presides over board mee<ngs ensuring that such mee<ngs are conducted in accordance
with the Educa<on Act 1989, the relevant sec<ons of the Local Government Oﬃcial Informa<on and Mee<ngs
Act 1987 and any relevant board policies*
10. Ensures interac<ve par<cipa<on by all board members
11. Represents the board to external par<es as an oﬃcial spokesperson for the school except for those maUers
where this has been delegated to another person/s and is the oﬃcial signatory for the annual accounts*
12. Is responsible for promo<ng eﬀec<ve communica<on between the board and wider community including
communica<ng appropriate board decisions
13. Establishes and maintains a produc<ve working rela<onship with the Principal
14. Ensures the Principal’s performance agreement and review are completed on an annual basis
15. Ensures concerns and complaints are dealt with according to the school’s concerns and complaints procedures
16. Ensures any poten<al or real risk to the school or its name is communicated to the board. This includes any
concern or complaint
* Legisla;ve Requirement
Review Schedule: Annually in November or prior to mee<ng when chair is elected
Review Date 21/05/2019
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Next Review Date 2020

Board Chair ______________________________________

10.Staﬀ/Student Trustee Role DescripDon Policy
The staﬀ/student trustee fulﬁls legisla<ve requirements rela<ng to board composi<on. The role of the staﬀ/student
trustee is to bring a staﬀ/student perspec<ve to board decision making and discussion.
As a trustee the staﬀ/student trustee has an obliga<on to serve the broader interests of the school and its students and
has equal voice, vote, standing and accountabili<es as all other trustees.
Staﬀ/Student Trustee accountability measure

Standard

1.

To work within the board’s Charter

1.1

The Charter is obviously considered in board
decisions

2.

To abide by the board’s governance and
opera<onal policies

2.1

The staﬀ/student trustee has a copy of the
Governance Manual and is familiar with all board
policies

3.

The staﬀ/student trustee is ﬁrst and foremost a 3.1
trustee and must act in the best interests of
the students at the school at all <mes.
3.2

The staﬀ/student trustee is not a staﬀ/student
advocate
The staﬀ/student trustee does not bring staﬀ/
student concerns to the board

4.

The staﬀ/student trustee is bound by the
Trustee Code of Behaviour

4.1

The staﬀ/student trustee acts within the code of
behaviour

5.

It is not necessary for the staﬀ/student trustee
to prepare a verbal or wriUen report for the
board unless speciﬁcally requested to from the
board

5.1

No regular reports received unless a request has
been made by the board on a speciﬁc topic.

Review schedule: Triennially
Review Date 30/04/2019
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Next Review Date 2022

Board Chair ______________________________________

11. The RelaDonship between the Board and the Principal Policy
The performance of the school depends signiﬁcantly on the eﬀec<veness of this rela<onship and as such a posi<ve,
produc<ve working rela<onship must be developed and maintained. The board and the Principal form the leadership
team and as such clear role deﬁni<ons have been developed. The Responsibili<es of the Principal and Responsibili<es of
the Board policies along with the Board’s agreed Code of Behaviour should be read alongside this policy.
1.
2.
3.
4.
5.

This rela<onship is based on mutual respect, trust, integrity and ability.
The rela<onship must be professional.
The Principal reports to the board as a whole rather than to individual trustees.
Day to day rela<onships between the board and the Principal are delegated to the chair.
All reports presented to the board by the staﬀ (unless speciﬁcally requested by the board) arrive there with the
Principal’s approval and the Principal is accountable for the contents.
6. There are clear delega<ons and accountabili<es by the board to the Principal through policy.
7. The two must work as a team and there should be no surprises.
8. Neither party will deliberately hold back important informa<on.
9. Neither party will knowingly misinform the other.
10. The board must maintain a healthy independence from the Principal in order to fulﬁl its role. The board is there
to cri<que and challenge the informa<on that comes to it, ac<ng in the best interests of students at the school.
11. The Principal should be able to share their biggest concerns with the board.
Review schedule: Annually
Review Date 19/03/2019
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Next Review Date 2020 Board Chair ______________________________________

12. Principal’s Performance Management Policy
It is the policy of the Paeroa College Board of Trustees to establish a performance agreement with the Principal each
year* and review the Principal’s performance on an annual basis with the objec<ve of ensuring that every student at
the school is able to aUain his or her highest possible standard in educa<onal achievement.
1.

The review process will occur annually, providing a wriUen record of how the Principal has performed as per the
terms of the performance agreement and iden<fying professional development needs.
2. The Principal’s performance will be formally reviewed on an annual basis by duly delegated member(s) of the
boards and op<onally, at the board’s choice, an independent consultant who specialises in educa<on.
3. Those delegated or contracted to perform the review process shall have wriUen formalised instruc<ons
specifying the responsibili<es of the role.
4. There will be three interim reviews, one per each term preceding the annual formal review, between the
Principal and chair or delegate(s) to discuss progress.
5. The Principal will be reviewed on the criteria set forth in the performance agreement: performance objec<ves,
professional standards, learning and development objec<ves and fulﬁlment of addi<onal du<es which require
concurrence payment.
6. If the Principal and the board disagree on the performance objec<ves, the board, auer considering the Principal’s
input, will amend the disputed objec<ves or conﬁrm the unchanged objec<ves. The board’s decision will be ﬁnal.
7. The board chair, delegate(s) and consultant may gather informa<on from staﬀ, parents, or any other relevant
members of the larger school community who can provide feedback on how the Principal has performed.
Evidence may include surveys, self-review, teaching observa<on (if relevant), interviews, focus groups or
documentary evidence.
8. The Principal and delegate(s) will meet for a formal interview to discuss whether the performance agreement
has been sa<sﬁed with the Principal given the opportunity to discuss and comment on each criterion before a
ra<ng is given. The results will then be draued into a report by the delegate(s) and sent to the Principal. The
Principal can accept the report or dispute the report. If the report is disputed, the delegate(s) will consider the
Principal’s views before deciding to either amend the report, in accordance with the Principal’s views, or let the
report stand, with the Principal’s comments aUached.
9. The chair/delegate(s)/consultant will present the ﬁnal report/summary back to the board as the result of the
review. The Principal may/may not be present at the presenta<on and/but will have the opportunity to address
the board. The Principal will then exit and further discussion may con<nue among the board.
10. The Principal will be informed personally and in wri<ng of the ﬁnal outcome following the report discussion.
11. The performance agreement and results of the review are conﬁden<al to the Principal, the board and their
agents unless both par<es agree to wider distribu<on.
* Legal requirement
Signature
I, __________________________________, have been informed of the performance review policy and procedures of
Paeroa College Board.
Signature___________________________________Date___________________________
Review schedule: Triennially
Review Date 19/03/2019
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Next Review Date 2022

Board Chair ______________________________________

13. The RelaDonship between the Chair and the Principal Policy
The chair is the leader of the board and works on behalf of the board on a day to day basis with the Principal.
The rela<onship principles are to be read in line with the following:
1. The board’s agreed governance and management deﬁni<ons
2. The board’s Roles and Responsibili<es Policy
3. The Responsibili<es of the Principal Policy
4. The Chair’s Role Descrip<on Policy
5. The Trustees’ Code of Behaviour Policy
Rela<onship principles:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

A posi<ve, produc<ve working rela<onship between the Principal and the chair is both central and vital to the
school.
This rela<onship is based on mutual trust and respect.
The two must work as a team and there should be no surprises.
The rela<onship must be professional.
Each must be able to counsel the other on performance concerns.
The chair supports the Principal and vice versa when required and appropriate.
There is understanding/acceptance of each other’s strengths and weaknesses.
Each agree not to undermine the other’s authority.
There is agreement to be honest with each other.
Each agree and accept the need to follow policy and procedures.
Agree not to hold back relevant informa<on.
Agree and understand the chair has no authority except that granted by the board.
Understand that the chair and Principal should act as sounding boards, both suppor<ng and challenging in
order to hold the school to account for achieving the goals and targets that have been set.

Review schedule: Annually
Review Date 19/03/2019
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Next Review Date 2020

Board Chair ______________________________________

14. MeeDng Process Policy
The board is commiUed to eﬀec<ve and eﬃcient mee<ngs that are focused at a governance level and provide the
informa<on the board needs to be assured that all policies, plans and processes are being implemented and progressing
as planned. Mee<ngs:
1.

Are based on a prepared annual agenda. The agenda prepara<on is the responsibility of the chair. Suﬃcient
copies of the agenda of the open (public) session will be posted on the board of trustees’ no<ce board and
available at the mee<ng place for the public.
2. Are held with the expecta<on that trustees have prepared for them and will par<cipate in all discussions at all
<mes within the principles of acceptable behaviour.
3. Have the right, by resolu<on, to exclude the public and news media from the whole or part of the proceedings
in accordance with the Local Government Oﬃcial Informa<on and Mee<ngs Act. Decisions by the board are
fully recorded but remain conﬁden<al. The board needs to:
• make the reasons for excluding the public clear
• reserve the right to include any non-board member it chooses
4. Can be held via audio, audio and visual, or electronic communica<on providing:
• all trustees who wish to par<cipate in the mee<ng have access to the technology needed to par<cipate,
and
• a quorum of members can simultaneously communicate with each other throughout the mee<ng.
Review schedule: Triennially
Review Date 21/05/2019

!31

Next Review Date 2022
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15. MeeDng Procedure Policy
(an * denotes legisla<ve requirement)
Members of the school community are encouraged to take an ac<ve interest in the school and its performance and are
welcome to aUend all board mee<ngs within the Public AHending Board Mee;ngs Procedure (See p. 26).
General:
• Mee<ngs are held as per the triennial review schedule with dates conﬁrmed each December for the following
year.
• Board minutes will be taken by a non trustee paid on a commercial basis on contract.
• The quorum shall be more than half the members of the board currently holding oﬃce.*
• Only apologies received from those who cannot be present must be recorded. Trustees who miss three
consecu<ve mee<ngs without the prior leave of the board cease to be members. An apology does not meet the
requirement of prior leave. To obtain prior leave a trustee must request leave from the board at a board mee<ng
and the board must make a decision.*
• The chair shall be elected at the ﬁrst mee<ng of the year except in the general elec<on year where it will be at
the ﬁrst mee<ng of the newly elected board.*
• The chair may exercise a cas<ng vote in the case of equality of votes, in addi<on to his/her delibera<ve vote.*
• Any trustees with a conﬂict or pecuniary interest in any issue shall not take part in any debate on such issues and
may be asked to leave the mee<ng for the dura<on of the debate.* A pecuniary interest arises when a trustee
may be ﬁnancially advantaged or disadvantaged as a result of decisions made by the board. E.g. Contracts, pay
and condi<ons etc. A conﬂict of interest is when an individual trustee could have, or could be thought to have, a
personal stake in maUers to be considered by the board.
• Only trustees have automa<c speaking rights.
• The board delegates [and minutes] powers under Sec<ons 15 and 17 of Educa<on Act to the Disciplinary
CommiUee.
• The board delegates [and minutes] authority to the deputy Principal in the <mes of absence of the Principal.
• The amount the chair and other board members are paid for aUendance at board mee<ngs is set by the board.
Currently the chair receives $75 per board mee<ng and board members receive $55 per board mee<ng. There is
no payment for commiUee or working party mee<ngs.
• AUendance fees are non-taxable within the agreed non-taxable amounts of $605 annually for trustees and $825
for the chair.
Time of meeDngs:
• Regular mee<ngs at dated and <mes as agreed.
• Any business remaining on the agenda at the conclusion of the mee<ng is transferred to the following mee<ng.
Special meeDngs:
• A special mee<ng may be called by delivery of no<ce to the chair signed by at least one third of trustees
currently holding oﬃce.
Exclusion of the public:
• The mee<ng may, by resolu<on, exclude the public (going into commiUee) and news media from the whole or
part of the proceedings in accordance with the Local Government Oﬃcial Informa<on and Mee<ngs Act unless
speciﬁcally asked to stay. The wording to be used in the mo<on to exclude the public is found in Schedule 2A of
that Act. Excluding the public is most ouen used to ensure privacy of individuals or ﬁnancially sensi<ve issues.*
Public parDcipaDon:
• The board mee<ng is a mee<ng held in public rather than a public mee<ng.
• Public par<cipa<on is at the discre<on of the board.
• Public aUending the mee<ng are given a no<ce about their rights regarding aUendance at the mee<ng.
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MoDons/amendments:
• A mo<on is a formal proposal for considera<on. All mo<ons and amendments moved in debate must be
seconded unless moved by the chair and are then open for discussion.
• Mo<ons and amendments once proposed and accepted may not be withdrawn without the consent of the
mee<ng
• No further amendments may be accepted un<l the ﬁrst one is disposed of
• The mover of a mo<on has right of reply
• A maUer already discussed may not be reintroduced at the same mee<ng in any guise or by way of an
amendment
Tabling documents
• When wriUen informa<on is used in support of a discussion, it should be tabled so that it can be examined by
those present. It then forms part of the oﬃcial record.
Correspondence
• The board should have access to all correspondence. Correspondence that requires the board to take some
ac<on should be photocopied/scanned and distributed prior to the mee<ng. Other correspondence can be
listed and tabled so that trustees can read it if required.
TerminaDon of debate:
• All decisions are to be taken by open vo<ng by all trustees present.
Lying on the table
• When a maUer cannot be resolved, or when further informa<on is necessary before a decision can be made,
the maUer can be leu unresolved for future discussion.
Points of order
• Points of order are ques<ons directed to the chair which require an answer or a ruling. They are not open to
debate and usually relate to the rules for the running of a mee<ng.
Suspension of meeDng procedures:
• The board’s normal mee<ng procedures may be suspended by resolu<on of the mee<ng.
Agenda:
• Agenda items are to be no<ﬁed to the chair 4 working days prior to the mee<ng
• Late items will only be accepted with the approval of the board and in rare circumstances where a decision is
urgent
• The order of the agenda may be varied by resolu<on at the mee<ng.
• All maUers requiring a decision of the board are to be agended as separate mee<ng items.
• All items in the agenda are to carry a recommended course of ac<on and where appropriate be supplemented by
suppor<ng material in the agended documenta<on.
• The agenda is to be collated with the agenda items placed in the agenda order and marked with the agenda
number.
• Papers requiring reading and considera<on will not normally be accepted if tabled at the mee<ng.
• Papers and reports are to be sent to the board 2 working days before the mee<ng
Minutes
• The Principal is to ensure that secretarial services are provided to the board.
• The minutes are to clearly show resolu<ons and ac<on points and who is to complete the ac<on.
• A drau set of minutes is to be completed and sent to the chair for approval within 5 working days of the board
mee<ng before being distributed to trustees within 9 working days of the mee<ng.
Review schedule: Triennially
Review Date 21/05/2019
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Next Review Date 2022

Board Chair ______________________________________
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15.1 Public AWending Board MeeDngs Procedure
The board of trustees welcomes public presence at board mee<ngs and hopes that members of the public enjoy their
<me observing board mee<ngs.
In order that members of the public understand the rules that apply to then aUending board mee<ngs these procedures
will be provided and followed unless otherwise authorised by the board.
1.
2.
3.
4.
5.
6.
7.
8.
9.

Board mee<ngs are not public mee<ngs but mee<ngs held in public.
If the mee<ng moves to exclude the public (usually this is to protect the privacy of individuals) then you
will be asked to leave the mee<ng un<l this aspect of business has been concluded.
Members of the public may request speaking rights on a par<cular subject that is on the agenda.
Preferably this request has been made in advance. Public par<cipa<on is at the discre<on of the board.
Speakers shall be restricted to a maximum of 3 minutes each per subject, with a <me limit of ﬁueen
minutes per interest group.
No more than 3 speakers on any one topic.
Speakers are not to ques<on the board and must speak to the topic.
Board members will not address ques<ons or statements to speakers.
Speakers shall not be disrespecwul, oﬀensive, or make malicious statements or claims.
If the chair believes that any of these have occurred or the speaker has gone over <me they will be asked
to ﬁnish.

Please note: Members of the public include staﬀ, students and parents of the school who are not trustees on the
board.
Review schedule: Triennially
Review Date 21/05/2019
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15.2 MeeDng Agenda
A typical agenda will be as follows.

Board of Trustees MeeDng Agenda – date
Policy
Reference:
1.

Administra<on
1.1. Present
1.2. Apologies
1.3. Declara<on of interests

2. Decisions
2.1 Strategic decisions made if required

Policy
Reference

3. Discussions
3.1 Ongoing summary of progress to date in rela<on to annual
plan
3.2 Explora<on of special issue or project eg budget, Principal
performance agreement/appraisal, delega<ons
4.

Monitoring
4.1 Board discussion
4.2 Expert presenta<on
4.3 Data analysis
4.4 Explora<on of key result area eg goals
4.5 Finance and Audit Report

5. Iden<fy Agenda Items for Next Mee<ng
6. Administra<on
6.1 Conﬁrma<on of minutes
6.2 Correspondence
7. Mee<ng Closure
7.1 Comments on mee<ng procedures and outcomes
7.2 Prepara<on for next mee<ng

Note 1: Correspondence is listed on the back of the agenda
Note 2: List of current delega<ons aUached to agenda
Review schedule: Triennially
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Led by:

Time:

Review Date 22/02/2016
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Next Review Date 2019

Board Chair ______________________________________

15.3 EvaluaDon of MeeDng
1.

How well did we accomplish the results we expected from this mee<ng based on the set agenda?
Not at all

Very well
1

2

3

4

5

Comment:

2.

How sa<sﬁed are you with how the team worked as a group?
Not at all
Very well
1
2
3
4
5
Comment:

3.

How sa<sﬁed are you with your par<cipa<on and contribu<on as an individual?
Not at all

Very well
1

2

3

4

5

Comment:

4.

Is there anything that you believe would improve our mee<ng process?

Name: (Op<onal)…………………………………………………………………………………………….
Review schedule: Triennially
Review Date 22/02/2016
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16. Board InducDon Policy
The board is commiUed to ensuring con<nuity of business and a smooth transi<on when trustees join the board.
Therefore,
1. New trustees will receive a welcome leUer on their joining the board which includes:
• Where and when they can pick up their governance folder
• The suggested date of the induc<on
• The date of the next board mee<ng
• Chair and Principal contact details
2. New trustees will be issued with a governance manual containing copies of the school’s:
• Charter – including the strategic and annual/opera<onal plans
• Policies
• The current budget
• The last ERO report
• The last annual report
• The triennial review programme
• Any other relevant material
3. The chair or delegate will meet with new board members to explain board policy and other material in the
governance manual.
4. The Principal and chair or delegate, will brief all new members on the organisa<onal structure of the school.
5. The Principal will conduct a site visit of the school.
6. New board members are to be advised of the professional development that is available from NZSTA and other
relevant providers.
7. Auer three months on the board, the eﬀec<veness of the induc<on process is to be reviewed by the chair with
the new members. The review will include the following aspects:
▪
Very welcome
Comment:

Did you feel welcomed onto the board?
Welcome

▪
Very <mely
Comment:

Did you receive all necessary informaDon in a Dmely manner?
Timely
Not very <mely

▪
Very eﬀec<ve
Comment:

Did you ﬁnd the inducDon with Principal and board chair to be eﬀecDve?
Eﬀec<ve
Not very eﬀec<ve

Not very welcome

Please comment on how we could improve this induc<on process:

Review Schedule: Triennially
Review Date 30/04/2019
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Next Review Date 2022 Board Chair ______________________________________

17. Board Review Policy
The performance of the board is measured by the outcomes from;
▪ the annual report
▪ the triennial review programme
▪ the Educa<on Review Oﬃce (ERO) report
▪ any other means deemed appropriate by the board
Review schedule: Triennially
Review Date 23/07/2019
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Next Review Date 2022

Board Chair ______________________________________

18. CommiWee Policy
The board may set up commiUees/working par<es to assist the board carry out its responsibili<es and due process (e.g.,
staﬀ appointments, ﬁnance, property, disciplinary).
EducaDon Act 1989, secDon 66
Sec<on 66 gives the board the authority to delegate any of its powers to a special commiUee, except the power to
borrow money. Refer to Sec<on 66 for further informa<on.
Board commiUees:
1. Are to be used sparingly to preserve the board func<oning as a whole when other methods have been deemed
inadequate.
2. Can consist of non-trustees. CommiUees must have a minimum number of 2 persons, at least one of whom
must be a trustee.
3. May not speak or act for the board except when formally given such authority for speciﬁc and <me-limited
purposes. Such authority will be carefully stated in order not to conﬂict with authority delegated to the
Principal or the chair.
4. Help the board (not the staﬀ) do its work.
5. Other than the board discipline commiUee must act through the board and therefore can only recommend
courses of ac<on to the board and have no authority to act without the delegated authority of the board.
6. Assist the board chieﬂy by preparing policy alterna<ves and implica<ons for board delibera<on. Board
commiUees are not to be created by the board to advise staﬀ.
7. Are to have terms of reference drawn up as required. It is suggested that these contain informa<on about the
following:
• purpose
• commiUee members
• delegated authority
The following commiUees are currently established:
•
•
•
•

Finance
Property
Discipline
Principal’s Appraisal

Review schedule: Triennially
Review Date 12/06/2017
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Next Review Date 2020

Board Chair ______________________________________

18.1 Review CommiWee Terms of Reference
Purpose:
To monitor, on the board’s behalf, compliance with board policies and external legisla<on. This includes:
1. Suppor<ng the board to review the eﬀec<veness of the board’s governance processes.
2. Reviewing the eﬀec<veness of systems for the assessment and management of areas of risk.
3. Verifying that mechanisms are in place to ensure compliance with statutory requirements, ﬁnancial and
other.
4. Commissioning reviews of speciﬁc controls and procedures (ﬁnancial or non-ﬁnancial) where so requested
by the board.
5. Repor<ng any problems or reserva<ons arising from the external auditors/reviewers work and any other
maUers that the external auditors/reviewers note to the aUen<on of the board.
6. Ensuring implementa<on of the triennial review programme.
CommiWee Members:
[at least 2 trustees; excludes the board chair and excludes the Principal]
Meets:
As required. The chair of this commiUee will report to the board as appropriate on the areas covered by the terms of
reference and the triennial review programme.

Delegated Authority:
The review commiUee is formally cons<tuted as a commiUee of the board within these approved terms of reference
and the delegated authority re the delega<ons list.
The commiUee shall be appointed by the board. The board may co-opt addi<onal trustees to the commiUee as and
when required.
Members of the management team shall aUend mee<ngs when requested. A representa<ve of the external auditors
may be requested to aUend mee<ngs when appropriate.
The commiUee is authorised by the board to inves<gate any ac<vity within its terms of reference. It is authorised to
seek any informa<on it requires from any trustee or employee and all trustees and employees are requested to cooperate with any request made by the commiUee. The Principal will be informed in advance of any such requests.
The commiUee may recommend that external and independent advice is sought. If the advice is likely to incur costs
prior approval must be sought from the board.
[Note: NZSTA provides free and conﬁden<al advisory services via its helpdesk, human resource and industrial advisors
free to trustees and boards.]
No individual member of the review commiUee can act without the direc<ve of the commiUee as a whole.
Review schedule: Triennially
Review Date 12/06/2017
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Next Review Date 2020

Board Chair ______________________________________

18.2 Student Disciplinary CommiWee Terms of Reference
Purpose:
To ensure that all processes rela<ng to the suspensions of students adhere to the requirements of Educa<on
Act 1989, Educa<on Rules 1999 and Ministry of Educa<on Guidelines.
CommiWee members:
All members of the board excluding the Principal. The chair of the commiUee is the board chair or in the chair’s absence
will be determined by the commiUee. The quorum for the commiUee shall be two trustees.
Delegated Authority:
That the powers conferred on the board under Sec<ons 15 and 17 of The Educa<on Act 1989 be delegated to the
discipline commiUee of the board of trustees. The commiUee will:
•
•
•
•
•

act in fairness, without bias or prejudice and with conﬁden<ality
act within legisla<on and the MoE guidelines
act only on wriUen and agreed informa<on, not verbal hearsay
use processes of natural jus<ce in discipline hearing procedures
make recommenda<ons on discipline maUers to the board as necessary.

The board will be kept informed of the number of stand-downs, suspensions, exclusions and expulsions at each board
mee<ng by the Principal.
Review schedule: Triennially
Review Date 12/06/2017
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Next Review Date 2020

Board Chair ______________________________________

18.3 Finance CommiWee Terms of Reference
Responsibility of the Board
The board of trustees has overall responsibility for the ﬁnancial management of the school but delegates the day-to-day
management of the school’s ﬁnance and budget to the Principal.
The ﬁnance commiUee as a commiUee of the board is responsible for providing guidance to the Principal on ﬁnancial
maUers.
Purpose of the Finance CommiWee
The ﬁnance commiUee is formed to provide guidance to the Principal in the ﬁnancial management of the school.
Delegated Authority
The ﬁnance commiUee is responsible to the board for:
1. Recommending, in associa<on with the Principal, an annual opera<ng and capital budget, including
professional development budget alloca<on for the Principal and the staﬀ.
2. Determining the level of budgetary discre<on available to the Principal.
3. Monitoring and repor<ng on the annual budget via the Principal.
4. Reviewing on behalf of the board accounts passed for payment by the school. Advising on addi<onal funding
sources.
5. Assis<ng the Principal to prepare a ﬁnancial results report, where appropriate, which is to be provided to the
board by the Principal at every board mee<ng.
6. Recommending changes to ﬁnancial policy.
7. Overseeing the prepara<on of the annual accounts for board approval.
8. Assis<ng the Principal in repor<ng ﬁnancial performance to parents and the community.
9. Providing input into the school’s strategic plan.
10. Preparing special reports for considera<on by the board.
11. Annually reviewing the school’s risk management needs and insurance cover
12. Assessing and making recommenda<ons to the board on requests for spending on individual items outside of
budget.
13. Finance Comm8iUe minutes
Compliance ReporDng
The Principal is responsible for ﬁnancial repor<ng and demonstra<ng budget compliance. Where there is noncompliance, variances are to be reported to the board, with recommenda<ons on the ac<ons required to meet
compliance.
Finance CommiWee Annual Calendar
Date

AcDon Required

8 February

Finance commiUee self review and plan for the year

13 March

Annual accounts prepared and forwarded to the auditors.

10 April

Annual review of 10-year property plan completed by the
property commiUee and available as an input document
for budge<ng purposes. Note: this should also encompass
normal cyclical maintenance and capital works

16 May

Community repor<ng on ﬁnancial performance

12 June

Ensure any issues raised by the auditor have been
addressed

18 July

Annual review of risk management needs and insurances

14 August

Annual plan available as an input document for
prepara<on of the budget
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11 September

Ini<al annual budget recommenda<ons submiUed to the
board

16 October

Revised annual budget (if required) submiUed to the
board for approval

13 November
Review schedule: Triennially
Review Date 12/06/2017
Next Review Date 2020
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Board Chair ______________________________________

19. Paeroa College DelegaDons List
Date of Minuted
DelegaDon

19/03/2019

Personnel
Delega<ons can be to a person
or a commiUee. CommiUees
must have a minimum of 2
persons, at least one of whom
must be a trustee

Delegated Authority
See Individual CommiUee
Terms of Reference in the
board’s Governance
Manual

Disciplinary CommiWee

That all current trustees
bar the Principal are
delegated authority to be
members of the board’s
Disciplinary CommiUee
ac<ng under the Terms of
Reference for this
commiUee.

Bill Tissingh
Jo Tilsley
Tracey Adams

19/03/2019

Finance & Property
CommiWee
Dave Porter
Amy Hacker
Jo Tilsley
Conall Buchanan

19/03/2019

Deputy Principal

19/03/2019

Health & Safety CommiWee
Amy Hacker
Steven Hill

19/03/2019

Sports CommiWee
Steven Hill

19/03/2019

Property CommiWee
Conall Buchanan
Bill Tissingh

Notes:
[T] – trustee
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That the Finance
CommiUee members are
delegated authority to be
members of the board’s
Finance CommiUee
ac<ng under the Terms of
Reference for this
commiUee.
That the board directs
that, except where the
board, at it’s discre<on,
otherwise determines,
the deputy Principal
shall, in the absence of
the Principal from duty
for periods not exceeding
2 weeks and for the full
period or periods of such
absence, perform all the
du<es and powers of the
Principal.

Term of DelegaDon
Note: Delega<on ceases
at the date below, by
earlier resolu<on of the
board or, if no date, is
ongoing

Review Schedule: Annually
Review Date 19/03/2019
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Next Review Date 2020

Board Chair _______________________

20. Concerns and Complaints Process
Any formal complaint made to the school, either in wri<ng or verbally, will be followed up by the Principal or delegated
person using the following form as a front sheet with the self-explanatory process detailed on it documented and
retained.

COMPLAINT/PERSONAL GRIEVANCE FOLLOW UP
Complaint:

Date Received:
Received via:
Action:

❑
❑
❑
❑

Community Concern
Curriculum and Teaching
Personnel
Property

_______________________________________________
Email
Letter
In-person

❑
❑
❑
❑
❑

❑

❑

Acknowledged [in writing]
Investigated
Outcome [in writing]
Mediation [if required]

Chronological Events/Investigation:
Date

Action

Who

Evidence

Review Schedule: Triennially
Review Date 22/02/2016
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Next Review Date 2019

Board Chair ______________________________________
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21. Trustee Register – this register will be updated when any trustee joins or leaves the
board or the board opts into or out of mid-term elecDon cycle.
Approved Number of Elected Parent Representa<ves = 5
Mid-term elec<on cycle
5 July 2019
Name

Yes/No

Phone/email

Date of board mee<ng where change was made:

Posi<on on
board
[Chair CH,
Trustee T,
Commissioner
CMR, Member
ME]

Type of
member
[Note 1]

Start
date

Leu the
board
date

William
Tissingh

021 862 871
Bill.<ssingh@gmail.com

CH

EL

10/06/2
016

Elec<on
2022

Conall
Buchanan

027 688 9984
c.r.buchanan@xtra.co.nz

ME

EL

14/08/2
018

Elec<on
2022

Jo Tilsley

027 330 3170
enquiries@paeroa.org.nz

ME

EL

10/06/2
016

Elec<on
2022

Amy
Hacker

021 0838 3011
amyh@paeroacollege.school.n
z

ME

Principal

28/01/2
019

Skye
Budge

Sbudg13019@paeroacollege.s
chool.nz

ME

Student
Trustee

19/10/2
018

Elec<on
2019

Steven
Hill

027 280 6302
stevenh@leachltd.co.nz

ME

EL

27/11/2
018

Elec<on
2022

Le<<a
Voss

021 072 7929
le<<av@paeroacollege.school.
nz

ME

EL

05/07/2
019

Elec<on
2022

Dave
Porter

027 248 3591
dave@neatmeat.com

ME

EL

10/06/2
010

21/05/2
019

Tracey
Adams

021 902 739
tracey.adams@ohinemuricol.s
chool.nz

ME

EL

10/06/2
016

21/05/2
019

Winara
Levi

021 026 98249
winara@ymail.com

ME

Co-opted

11/09/2
018

21/05/2
019

Corrie
Anderson

021 939 387
ME
corriea@paeroacollege.school.
nz

EL

10/06/2
016

21/05/2
019

Note 1: Elected, selected, co-opted, staﬀ trustee, student trustee, proprietor’s appointee, Principal
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Current
Term
expires

Note 2: If the board opts into or out of mid-term elec<on cycle please ensure it is noted here and the MoE are
advised
Note 3: Complete form (Appendix F) for informing MoE and NZSTA
Review Schedule: Triennially
Review Date 05/07/2019
Next Review Date 2022
______________________________________

Board Chair

21. Triennial Review Programme/Board Annual Work Plan

Review Schedule: Annually

Paeroa College BOT Annual Work and Reporting Plan: 2019
Area for
Review
Board Processes
and Planning

February

March

April

• 2018 Analysis of
Variance Tabled
• Principal list of
delegated
authori<es.

• BOT 2019 Work
and ReporDng
Plan tabled
• BoT Succession
Plan

• Complete
prepara<ons for
Trustee
Elec<ons,
including for
staﬀ trustee
posi<on
• Performance
Management
agreement for
new principal

• Last mee<ng of
current BOT

• First Mee<ng of
new BOT
• Elec<on of
Oﬃcers, SubCommiUee and
Authorisa<ons

• 2.2
Responsibili<es
of the Principal
• 2.11
Rela<onship
between the
Board and the
Principal
• 2.12 Principal’s
Performance
Management
Policy
• 2.13
Rela<onship
between the
Chair and the
Principal
• 2.19 Delega<ons
List
• 2.22 Board
Annual Work
Plan

• 2.8 Conﬂict of
Interest
• 2.10 Staﬀ/
Student Trustee
Role descrip<on
• 2.7 Trustee
Remunera<on
and Expenses
• 2.16 Board
Induc<on

• 2.9 Chair’s Role
Descrip<on
• 2.14 Mee<ng
Process
• 2.15 (15.1, 15.2,
15.3) Mee<ng
Procedure
• 3.11 Behaviour
Management

• 2.6 Trustee’s
Code of
Behaviour
• 2.17 Board
Review
• 2.21 Trustee
Register

• Final NCEA
Results & Report

• Conﬁrm
Specialised and
Inclusive
Educa<on and
ESOL
programmes in
place

• Junior Progress
including Maori/
Pasiﬁka

• Senior Progress
including Maori/
Pasiﬁka

Policy Review

Learner Progress
and Achievement
(NAG 1)
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• Interim NCEA
Results & Report

May

June

Strategic SelfReview and
reporDng (NAG2,
7, 8)

• Strategic Aim
progress update

• Strategic Aim
progress update

• Strategic Aim
progress update

Human resources
Performance
Management
(NAG 3)

• Update on all
staﬃng maUers
at start of year

• Conﬁrm all
teaching and
support staﬀ
appraisals
aligned to
strategic
priori<es and
underway
• Interim report
on SLT
Performance
Management
plan

• Conﬁrm all
• HR Audit Report
teacher
(NZSTA)
registra<ons and • Conﬁrm
6-month
alloca<on of
renewals
MUs and MMAs
• Conﬁrm all
all with Job
Police ve~ng
Descriptors and
• Conﬁrm 2019
monitoring
beginning
teacher PLD and
induc<on
programmes

• Mid-year report
on 2019
Professional
Support and
Development
plan for all
teachers and
staﬀ.

Finance and
Property (NAG 4)

• Finance
CommiUee
Minutes
• Nov and Dec
Accounts
approved

• Final Budget
Approved
• Finance
CommiUee
Minutes
• Jan and Feb
Accounts
approved

• Finance
CommiUee
Minutes

• Finance
CommiUee
Minutes

• Finance
CommiUee
Minutes

• Monitoring

• Monitoring

• Monitoring

• March Accounts
approved
• Annual Financial
Audit

• April Accounts
approved

• May Accounts
approved

• Unconﬁrmed
Roll and Year/
Class sizes

• Conﬁrm Roll and
Year/Class sizes
• Conﬁrm 2019
dates to meet
open for
instruc<on
requirements

• NCEA External
Modera<on
Report

• Health and
Safety Report
• Term 1
AUendance
Report
• Check on
legisla<on for
students
working ‘oﬀsite’ being met

Health and Safety;
Admin
(NAG 5, 6)

July

August

Board Processes
and Planning

• Evaluate need
for BOT
governance
training for new
and exis<ng
trustees
• Review Board
Annual Work/
Repor<ng plan

• Progress on
long-term
Landscape plan

• BOT internal
review of own
processes

Policy Review

• 2.1 Board Roles
and
responsibili<es
• 3.7.1 Health and
Safety
• 3.7.2 Child
Protec<on

• 2.20 Concerns
and Complaints
• 3.8 Legal
Responsibili<es
• 3.12
Assessment

• 3.5 Financial
Condi<on
• 3.6 Asset
Protec<on
• 3.9 Foreign FeePaying Students

h
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• 2019 Charter,
Annual Plan and
Targets tabled
and approved

September

October

November

• Progress on
Financial and
Property plans
• BOT 2020 Work
and ReporDng
Plan tabled for
discussion

• Conﬁrm any
appropriate
holiday
delega<ons of
authority
• BOT 2020 Work
and ReporDng
Plan conﬁrmed
• Annual Board
Report to
Community
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Learner Progress
and Achievement
(NAG 1)

• NCEA Predic<on
Report
• Academies
Report

• Junior Progress
including
Maori/ Pasiﬁka

• ALP report
• SCT report

• Learning
(Curriculum
Area) reports
tabled

• EOY Report on
Year 9 and 10
progress and
achievement
• Final NCEA
predic<ons

Strategic SelfReview and
reporting (NAG
2,7,8)

• Interim Report
on Progress
towards Targets
• 2020 Strategic
Plan working
group
established

• Strategic Aim
progress update

• Strategic Aim
progress update

• Strategic Aim
progress update
• 2020 Strategic
Plan and
Targets tabled
for discussion

• Analysis of
Variance 2019
(drau)
• 2020 Strategic
Plan and
Targets
Conﬁrmed

Human resources
Performance
Management
(NAG 3)

• Conﬁrm PRT
support and
progress
• Conﬁrm any
mid-year salary
increments
applied

• Conﬁrm
progress on all
staﬀ appraisals,
including for
MUs

• Conﬁrm all
teacher
registra<ons
and 6-month
renewals

Finance and
Property (NAG 4)

• Finance
CommiUee
Minutes

• Finance
CommiUee
Minutes

• Finance
CommiUee
Minutes

• Finance
CommiUee
Minutes

• Finance
CommiUee
Minutes

• Monitoring

• Monitoring

• Monitoring

• June Accounts
approved

• July Accounts
approved

• August
Accounts
approved

• 2020 Drau
Budget tabled

• 2020 Drau
Budget
Approved

• Conﬁrm
comple<on of
all staﬀ annual
appraisals
• Final Report of
SLT
performance
management

• September
Accounts
Approved

• October
Accounts
Approved

Review Schedule: Annually
Reviewed
19/03/2019
Next Review Date 2020
_______________________________________
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Board Chair

Part 3

OperaDonal Policies

1. Curriculum Delivery Policy
Delivery of the curriculum shall foster student progress and achievement and meet all board expecta<ons and
legisla<ve requirements. Therefore the Principal must ensure:
1.
2.
3.
4.

achievement of the Charter aims and targets
compliance with the Na<onal Administra<on Guidelines
there is a focus on the na<onal priority groups of Maori, Pasiﬁka and students with special learning needs in
school planning and repor<ng
that board approval is sought before changes to the school curriculum requiring increased expenditure or
signiﬁcant changes to programmes or staﬃng are made

Review schedule: Triennially
Review Date 17/10/2017
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Next Review Date 2020

Board Chair ______________________________________

2. Personnel Policy
The board delegates responsibility to the Principal on all maUers rela<ng to the management of staﬀ in the expecta<on
that they will be managed in a sound, fair, and respecwul manner in accordance with the current terms of employment
documents and iden<ﬁed good prac<ce. Therefore, the Principal must ensure:
1.
2.

that all employment related legisla<ve requirements are applied
all employees their rights to personal dignity and safety and ensure that maUers are resolved in an appropriate
and fair manner
3. a smoke free environment is provided
4. that employment records are maintained and that all employees have wriUen employment agreements
5. that performance agreements are established for all staﬀ and that reviews are undertaken annually
6. a suitable professional development programme, which takes into considera<on the requirements of the
strategic and annual plans, is provided as part of each employee’s performance agreement
7. board approval is sought for any requests for discre<onary staﬀ leave with or without pay of longer than 5 days
8. board approval is sought for any requests for staﬀ travelling overseas on school business
9. the board is advised of any staﬀ absences longer than 5 school days
10. the requirements of the Health and Safety in Employment Act 2015 are met
11. advice is sought as necessary from NZSTA advisors where employment issues arise
Review schedule: Triennially
Review Date 03/07/2017
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Next Review Date 2020

Board Chair ______________________________________

3. Appointments Policy
To assist in the appointment of quality staﬀ to any vacancy which may arise; appointment commiUees with exper<se
relevant to the vacancy will be selected to carry out the appropriate appointment procedures. Therefore, the Principal
must ensure that they:
1. determine the composi<on of the various appointment commiUees according to the schedule outlined below:
a. Appointment of the Senior Leaders will involve an appointment commiUee consis<ng of the
Principal, the board chair and a further trustee (should the board feel the need to include one).
b. Unless determined otherwise by the board, appointment of all other teachers, part <me teachers,
long-term relieving teachers, and non-teaching staﬀ will be the responsibility of the Principal in
consulta<on with the board chair or delegate where deemed necessary.
Appointment of the Principal is the responsibility of the board which will determine the process
Review schedule: Triennially
Review Date 11/09/2017
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Next Review Date 2020

Board Chair ______________________________________

4. Financial Planning Policy
The board of trustees has overall responsibility for the ﬁnancial management of the school but delegates the day-to-day
management of the school’s ﬁnances and budget to the Principal. The Principal, in associa<on with the Finance
CommiUee, is responsible for recommending an annual opera<ng and capital budget to the board within the <melines
speciﬁed in the Finance CommiUee terms of reference.
Budge<ng shall not fail to reﬂect the annual plan, risk ﬁnancial jeopardy nor fail to show a generally acceptable level of
foresight.
Thus the budget should:
1.
2.
3.
4.

reﬂect the strategic inten<ons deﬁned by the board
reﬂect the priori<es as established by the board
comply where the board’s requirement is for a balanced budget
demonstrate an appropriate degree of conserva<sm in all es<mates

Review schedule: Triennially
Review Date 11/09/2017
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Next Review Date 2020

Board Chair ______________________________________

5. Financial CondiDon Policy
The ﬁnancial viability of the school must be protected at all <mes. The board understands that the possibility of theu or
fraud cannot be en<rely eliminated. However, the Principal is required to show there are in place safeguards and robust,
clear procedures to minimise the risk of either event.
Resource: Reference should be made to 5.4 of the Financial Informa<on for Schools Handbook (FISH). Therefore, the
Principal must ensure that:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

unauthorised debt or liability is not incurred
generally accepted accoun<ng prac<ces or principles are not violated
tagged/commiUed funds are not used for purposes other than those approved
more funds than have been allocated in the ﬁscal year are not spent without prior board approval
all money owed to the school is collected in a <mely manner
<mely payment to staﬀ and other creditors is made
unauthorised property is not sold or purchased
all relevant government returns are completed on <me
no one person has complete authority over the school’s ﬁnancial transac<ons
when making any purchase:
• of over $10,000.00, compara<ve prices are sought
• of over $10,000.00 an adequate review on ongoing costs, value and reliability is undertaken
• of over $10,000.00 on a single item board approval is ﬁrst sought
11. eﬀec<ve systems are in place to meet the requirements of the payroll system
Review schedule: Triennially
Review Date 22/02/2016
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Next Review Date 2019

Board Chair ______________________________________

6. Asset ProtecDon Policy
Assets may not be unprotected, inadequately maintained or unnecessarily risked. The Principal is delegated day-to-day
responsibility for ensuring that the programming and funding of general maintenance of the school grounds, buildings,
facili<es and other assets occurs in order to provide a clean, safe, <dy and hygienic work and learning environment for
students and staﬀ. Accordingly, the Principal must:
1.
2.
3.
4.

ensure all board assets are insured
not allow unauthorised personnel or groups to handle funds or school property
not subject plant and equipment to improper wear and tear or insuﬃcient maintenance or inappropriate use
maintain an up to date asset register for all items of furnishing, plant machinery, equipment, text and library
books cos<ng more than $500.00
5. ensure the implementa<on of the 10 year property maintenance plan
6. engage suﬃcient property maintenance staﬀ for the school within budget limita<ons
7. receive board approval for maintenance contracts over $5000 for any one contract
8. conduct compe<<ve tenders for all contrac<ng
9. protect intellectual property, informa<on and ﬁles from loss or signiﬁcant damage or unauthorised access or
duplica<on
10. not receive, process or disburse funds under controls that are insuﬃcient to meet the board-appointed
auditor’s standards
11. not invest or hold opera<ng capital in insecure accounts, or in non-interest bearing accounts except where
necessary to facilitate ease in opera<onal transac<ons
Review schedule: Triennially
Review Date 22/02/2016
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Next Review Date 2019

Board Chair ______________________________________

1.

Health and Safety Policy

As a PCBU, the board is commiUed to providing and maintaining a safe and healthy workplace and to providing the
informa<on, training and supervision needed to achieve this to ensure the health and safety of all students, staﬀ and
other people in the workplace. The board is responsible for ensuring health and safety procedures are developed and
implemented, however, employees need to be aware of their responsibili<es and comply with the board’s health and
safety policy and school procedures.
The board will, as far as is reasonably prac<cable;1 comply with the provisions of legisla<on dealing with health and
safety in the workplace, by:
• providing a safe physical and emo<onal learning environment
• ensuring a health and safety strategy/plan is in place and engagement and consulta<on with workers and the
school community on the strategy occurs
• providing adequate facili<es, including ensuring access and ensuring property and equipment is safe to use and
students and workers are not exposed to hazards
• ensuring there is an eﬀec<ve method in place for iden<fying, assessing and controlling hazards. This includes
recording and inves<ga<ng injuries, and repor<ng serious harm incidents
• having a commitment to a culture of con<nuous improvement
The principal, as Oﬃcer has responsibility for implemen<ng this policy and therefore must:
• exercise due diligence in accordance with the provisions of the health and safety legisla<on, and in par<cular the six
due diligence obliga<ons2
• take all reasonable steps to protect students, staﬀ and visitors to the school from unsafe or unhealthy condi<ons or
prac<ces
• ensure that the staﬀ code of conduct is implemented eﬀec<vely
• ensure there is zero tolerance to unacceptable behaviour, such as bullying, and that there are eﬀec<ve processes in
place
• provide a smoke free environment
• ensure a risk analysis management system (RAMS) is in place and carried out
• seek approval for overnight stays/camps/visits aUes<ng ﬁrst to their compliance with above
• consult with the community every two years regarding the health programme being delivered to students
• provide informa<on and training opportuni<es to employees
• advise the board chair of any emergency situa<ons as soon as possible
• ensure all employees and other workers at the school will take reasonable care to:
• cooperate with school health and safety procedures
• comply with the health and safety legisla<on, du<es of workers
• ensure their own safety at work
• promote and contribute to a safety conscious culture at the school.

2.

Child ProtecDon Policy

This policy outlines the board’s commitment to child protec<on and recognises the important role and responsibility of
all our staﬀ in the protec<on of children. It includes the board’s expecta<ons when child abuse is reported or suspected
by us.

1 Reasonably practicable means what is or was reasonably able to be done at a particular time to ensure health and safety, taking into

account and weighing up all relevant matters.
2 know about work health and safety matters and keep up-to-date, gain an understanding of the operations of the organisation and the

hazards and risks generally associated with those operations, ensure the PCBU has appropriate resources and processes to eliminate or
minimise those risks, ensure the PCBU has appropriate processes for receiving information about incidents, hazards and risks, and for
responding to that information, ensure there are processes for complying with any duty, and that these are implemented, verify that these
resources and processes are in place and being used.
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All staﬀ members (including contractors and volunteers) are expected to be familiar with this policy, its associated
procedures and protocols and abide by them.
The board of trustees has an obliga<on to ensure the wellbeing of children in our care so they thrive, belong and
achieve. We are commiUed to the preven<on of child abuse and neglect and to the protec<on of all children. The safety
and wellbeing of the child is our top priority. Advice will be sought through appropriate agencies in all cases of
suspected or alleged abuse.
In line with sec<on 15 of the Children, Young Person and Their Families Act 1989, any person in our school/kura who
believes that any child or young person has been, or is likely to be, harmed (whether physically, emo<onally, or sexually)
ill-treated, abused, neglected, or deprived must follow school procedures and may also report the maUer to a social
worker or the local police.
Although ul<mate accountability sits with the board, the board delegates responsibility to the principal to ensure that
all child safety procedures are implemented and available to all staﬀ, contractors, volunteers and parents. Therefore, the
principal must:
1. Develop appropriate procedures to meet child safety requirements as required and appropriate to the school
2.

Comply with relevant legisla<ve requirements and responsibili<es

3.

Make this policy available on the school’s internet site or available on request

4.

Ensure that every contract, or funding arrangement, that the school enters into requires the adop<on of child
protec<on policies where required

5.

Ensure the interests and protec<on of the child are paramount in all circumstances

6.

Recognise the rights of family/whanau to par<cipate in the decision-making about their children

7.

Ensure that all staﬀ are able to iden<fy the signs and symptoms of poten<al abuse and neglect, deal with
disclosures by children and allega<ons against staﬀ members and are able to take appropriate ac<on in
response

8.

Support all staﬀ to work in accordance with this policy, to work with partner agencies and organisa<ons to
ensure child protec<on policies are understood and implemented

9.

Promote a culture where staﬀ feel conﬁdent they can construc<vely challenge poor prac<ce or raise issues of
concern without fear of reprisal

10. Consult, discuss and share relevant informa<on, in line with our commitment to conﬁden<ality and
informa<on sharing protocols, in a <mely way regarding any concerns about an individual child with the board
or designated person
11. Seek advice as necessary from NZSTA advisors on employment maUers and other relevant agencies where child
safety issues arise
12. Make available professional development, resources and/or advice to ensure all staﬀ can carry out their roles
in terms of this policy
13. Ensure that this policy forms part of the ini<al staﬀ induc<on programme for each staﬀ member

Review schedule: Within 3 years

Review schedule: Triennially
Review Date 23/07/2019
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Next Review Date 2022

Board Chair ______________________________________
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8. Legal ResponsibiliDes Policy
School procedures will meet the legisla<ve statutes and regula<ons as set down in the appropriate Acts, Ministry of
Educa<on circulars and the Educa<on GazeUe.
Review schedule: Triennially
Review Date 22/02/2016
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Next Review Date 2019

Board Chair ______________________________________

9. Foreign Fee Paying Students Policy
Paeroa College will be approached to accommodate foreign / fee paying students by various Agents and organisa<ons.
The majority of these students will not hold New Zealand residency and the College faces considerable responsibili<es
in these instances as outlined in the Code of Prac<ce signed between Paeroa College and the Ministry of Educa<on.
1.
2.
3.
4.
5.
6.

Paeroa College will meet the requirements of and be a full signatory to the Code of Prac<ce for Foreign Fee
Paying students.
The inclusion of foreign / fee paying students will in no way deter from the educa<on of students from the local
contribu<ng areas.
The recruitment of foreign / fee paying students will be carried out in a controlled and moderated manner.
There is a desire to further the understanding and tolerance of Paeroa College students through the school’s
involvement with foreign students.
The Paeroa College BOT sets an enrolment maximum of ﬁve (5) students from any one na<onality on the
school roll at any one <me, and a maximum of 5% of the roll in total.
Paeroa College will not accept foreign / fee paying students without a homestay organised by the College.
Homestay providers will be signatories to the Homestay Providers Agreement.

Review Schedule Triennially
Reviewed Date 23/05/2016
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Next Review Date 2019 Board Chair __________________________________

10.Fundraising Policy
1.
2.
3.
4.
5.
6.

Any fundraising on behalf of Paeroa College must have prior approval from the BoT or Finance CommiUee.
All fundraising monies must be receipted through the College’s banking systems.
Any fundraising ac<vity is voluntary.
All fundraising must comply with the law and not bring the school into disrepute.
No student may par<cipate in a fundraising ac<vity where they are directly involved in the sale or distribu<on
of items of an inappropriate nature such as alcohol.
Fundraising for individual students is only acceptable in excep<onal circumstances, as directed by the BoT or
Principal.

Review schedule: Triennially
Review Date

4/12/2017

Next Review Date 12/2020

Board Chair______________________________________
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11. Behaviour Management Policy
Paeroa College believes in a rela<onal and restora<ve posi<ve approach to school discipline. We have rules to protect
staﬀ and students to ensure that all behaviour is of an acceptable standard enabling the school environment to be a
pleasant, secure place for all.

•

Expecta<ons of behaviour in school will be clear and consistently followed by all staﬀ.

•

Parents/Caregivers will be contacted if a student's behaviour at school is unacceptable and/
or causing concern enlis<ng their support and advice.

•

Con<nued and/or serious unacceptable behaviour may lead to a stand-down or suspension
from school in accordance with the Educa<on Act 1989.

•

Any student ac<vity connected to illegal drugs or alcohol is likely to lead to suspension.

Review schedule: Annually
Review Date May 2019

Next Review Date May 2020

Board Chair ______________________________________
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12 Assessment Policy
The Principal will ensure that quality assessment will inform good teaching and develop student learning.

The purpose of assessment is to allow the school to
1.

Monitor the progress of individual students and groups of students.

2.

Review and improve teaching and learning experiences.

3.

Be appropriately informed at key transi<on points in our students’ educa<on.

4.

Analyse achievement informa<on for Maori students and other iden<ﬁed groups.

5.

Collect, collate and disburse baseline data on Year 9 students.

6.

Ensure students are achieving appropriately in literacy and numeracy.

7.

Use data as a diagnos<c tool in the iden<ﬁca<on of learning needs.

8.

Target and band groups so students are working at an appropriate level.

9.

Inform individual students and their parents about progress and standards achieved.

10.

BeUer inform curriculum review and policy decisions.

11.

Report to the Board, the community, including the Maori community, and to the Government.

12.

Evaluate and report on speciﬁc strategies.

The Assessment processes must ensure that
1.

Assessment is speciﬁc to achievement objec<ves, is descrip<ve of what students can do and informs the next
steps in learning.

2.

Assessment informa<on is valid, reliable and consistent.

3.

Assessment processes are fair and transparent.
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4.

Informa<on on student achievement is considered alongside Paeroa College’s contextual informa<on.

5.

We have coordinated records to track and analyse student progress.

6.

Our analysis considers the gains in achievement for all students, over <me (value added).

Review Date 22/8/16

Next Review Date 2019

Board Chair ______________________________________

13 SensiDve Expenditure Policy
The Board of Trustees of Paeroa College have reviewed this policy and it was approved an adopted by the board at
it’s mee<ng held on the below date and became eﬀec<ve from that date.
IntroducDon
1.

The board agrees that it has a responsibility to ensure that all expenditure of board funds is clearly linked to
the business of the school and does not at any <me provide unreasonable and personal beneﬁt from those
funds to any individual or group of individuals (staﬀ or students).

2.

The board acknowledges that at <mes there are expenses which may be considered to be beneﬁcial only to
individuals or small groups of individuals. These may include expenses in rela<on to travel (especially
interna<onal travel), or to koha, gius and other payments to individuals.

3.

The board has determined that any expenditure which may be considered to be beneﬁcial to individuals or
groups of individuals will be carefully scru<nised before approval and will be supported by appropriate fund
raising speciﬁc to that expenditure.

4.

Par<cular reference should also be made to the board’s travel policy in considering expenditure which may
beneﬁt individuals or groups of individuals.

5.

The board has agreed on the fundamental principles of this Policy,and has delegated responsibility for the
implementa<on and monitoring of this Policy to the principal (as the chief execu<ve and the board’s most
senior employee).

Principles
6.

The board requires the principal, where expenditure may be beneﬁcial to an individual or group of individuals,
to take account of the following prior to authorising this expenditure:
i)

Does the expenditure beneﬁt student outcomes?

ii)

Does the expenditure represent the best value for money?

iii) Is it in the budget?
iv) Could the board jus<fy this expenditure to a taxpayer, parent or other interested party?
v)

How would the public react if this expenditure was reported by the media?

vi) Would there be perceived to be any personal gain from this expenditure?
vii) Does this expenditure occur frequently?
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7.

Any proposed expenditure which may beneﬁt individuals or groups of individuals will be backed by funds which
have been raised for the purpose. The funds will be raised with a full understanding of their purpose known to
those contribu<ng the funds – such as parents or other funding sources (eg. Chari<es). The funds raised will
cover all costs (including travel and accommoda<on costs for teachers who may be involved).

Approval
8.

When the board approved this Policy, it agreed that no varia<ons of this Policy or amendments to it can be
made except with the unanimous approval of the board.

9.

As part of its approval the board requires the principal to circulate this policy to all staﬀ, and for a copy to be
included in the School Policy Manual, copies of which shall be available to all staﬀ. The School policy manual
shall also be made available to students and parents at their request. The board requires that the principal
arrange for all new staﬀ to be made familiar with this Policy and other policies approved by the board.

Review Schedule: Yearly
Review Date: 17/10/2018
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Next review date

2019

Board Chair ______________________

14. Media Policy
RaDonale
From <me to <me the Principal, members of staﬀ, or members of the Board of Trustees may be approached or
contacted by various sectors of the news media to comment on school related or other community issues from the
school’s perspec<ve.
On occasion, these issues may be controversial or related to conﬁden<al maUers associated with individual staﬀ
members, Board members, students or other community members.
Procedures are required to ensure that individual privacy is maintained, and that a fair, factual and balanced response is
provided to genuine inquiries.

Aims
•
•
•

To maintain a measure of control and accountability over the maUer being reported
To protect conﬁden<al informa<on in accordance with the principle of The Privacy Act 1993
To ensure that a reasoned, factually correct and balanced response is provided on behalf of the
school

Guidelines
12. No individual member of staﬀ or the Board of Trustees will verbally respond to media inquiries
13. All media inquiries should be asked to be submiUed in wri<ng and be directed to the Chairperson of the Board
of Trustees or a nominated representa<ve should the Chairperson be unavailable.
14. All media inquiries will be formally acknowledged, and should the par<cular situa<on require it, professional
advice, and assistance will be sought before preparing and providing a response.
15. If the inquiry is a curriculum related maUer the Chairperson or nominated representa<ve may consult that
Principal to assist in preparing a response.
16. The chairperson or nominated representa<ve will consult the Board of Trustees including the Principal before
releasing any media statement.
17. All responses to media inquiries or prepared media statements shall be in wri<ng, unless the Chairperson or
nominated representa<ve, auer consulta<on with the Board of Trustees, decides otherwise.
18. The Principal may approach the media in order to promote the school and its ac<vi<es without requiring Board
Chair’s approval.

Conclusion
All members of the Board of Trustees and members of Board staﬀ are expected to adhere to the guidelines described
above. If these guidelines are followed media reports of school ac<vi<es, or possible incidents occurring at school or
the school’s perspec<ve of other community issues should be reported in a fair, balanced and accurate manner.
Review schedule: Annually
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Review Date 19/03/2019

Next Review Date 2020

Board Chair _________________________

15. EducaDon for Sustainability Policy
Paeroa College is commiUed to ensuring that sustainability and long-term viability is a considera<on in all decisions.
Sustainability is broadly deﬁned to include the following:
• Environmental sustainability which incorporates the importance of biodiversity, ecology and the management
of resources.
•

Cultural sustainability which ensures equity within and between genera<ons, and within and between ethnic
and social groups.

•

Economic sustainability which ensures resources are used to provide necessary and desirable products and
services for the present without compromising future op<ons.

1.

The Curriculum
Paeroa College is an enviroschool and commiUed to the integra<on of educa<on for sustainability. The
Board of Trustees will provide an annual budget for enviroschools programming.

2.

Policies and PracDces
Board of Trustees policies will support a sustainable future. Sustainability factors will be considered in
governance and management decisions.

3.

Physical Sustainability
The school will seek to reduce its impact on the environment through prac<ces such as recycling, reducing
energy usage, promo<ng biodiversity and making environmentally posi<ve purchases.

4.

Social Sustainability
The school will foster an environment that promotes equitable and sustainable outcomes, for all members
of the school community, with a par<cular focus on Māori and Pasiﬁka.

5.
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Economic Sustainability

The Board and management will work to ensure the school is in a ﬁnancially sustainable posi<on.

Review schedule: Triennially
Review Date
21/05/2019

Next Review Date 05/2022

Board Chair______________________________________

16. Equal Employment Opportunity Policy
The State Sector Amendment 1989 Act deﬁnes an Equal opportunity programme as “A programme that is aimed at the
iden<ﬁca<on and elimina<on of all aspects of policies, procedures and other barriers that cause or perpetuate
inequality in respect of the employment of any person or group of persons”.
Merit is the primary considera<on for recruitment and selec<on, promo<on and career development, training and staﬀ
development and condi<ons of service. Four target groups are speciﬁcally iden<ﬁed in the State Sector Act as they are
under-represented in senior posi<ons in propor<on to their part in the community: women, māori people, Paciﬁc Island
and other ethnic minori<es, persons with disabili<es.
EEO does not involve reverse discrimina<on. EEO quite clearly recognizes membership of a target group in addi<on to,
not rather than, competency or merit.
Accordingly, the Principal must:
1. Ensure a senior staﬀ person has responsibility for the EEO Programme
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2.

Consult employees, union representa<ves and local Māori community on EEO issues when appropriate

3.

Establish a data base of material relevant to EEO

4.

Ensure personnel policies and prac<ces meet EEO requirements

5.

Ensure job vacancies are open to all applicants regardless of gender, ethnicity or disability

6.

Ensure all applicants are viewed impar<ally by the Appointments CommiUee, on the basis of merit and EEO

7.

Provide staﬀ development opportuni<es to enable all staﬀ to move towards leadership and promo<on

8.

Report on EEO objec<ves annually to the Board

Review schedule: Triennially
Review Date
21/05/2019

Next Review Date 05/2022

Board Chair______________________________________

17. Serious Wrongdoing / Protected Disclosures Policy
POLICY STATEMENT
The Board of Trustees will follow the procedures of the Protected Disclosures Act 2000.
PURPOSE
The purpose of this policy is to provide informa<on and guidance to employees of Paeroa College who wish to
report serious wrong-doing within the school. This policy is issued in compliance with of the Protected
Disclosures Act 2000.
Guidelines
1. What is a Protected Disclosure?
A protected disclosure is a declara<on made verbally or in wri<ng where possible to the Principal or Board
Chair by an employee where they believe serious wrong-doing has occurred. Employees making disclosures will
be protected against retaliatory or disciplinary ac<on and will not be liable for civil or criminal proceedings
related to the disclosure.
2. Deﬁni<on of Serious Wrong-Doing
• Serious wrongdoing for the purposes of this policy includes any of the following:
• An unlawful, corrupt, or irregular use of public funds or resources that cons<tutes a serious risk to public
health or public safety or the environment; or
• an act or omission or course of conduct that cons<tutes a serious risk to public health or public safety or
the environment; or
• an act, omission or course of conduct that cons<tutes a serious risk to the maintenance of law, including
the preven<on, inves<ga<on, and detec<on of oﬀences and the right to fair trial; or
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• an act, omission or course of conduct that cons<tutes an oﬀence; or
• an act, omission, or course of conduct that is oppressive, improperly discriminatory or grossly negligent, or
that cons<tutes gross mismanagement.
3. Condi<ons for Disclosure
An employee making a disclosure should be sure the following condi<ons are met:
• the informa<on is about serious wrong-doing in or by the school;
• the employee believes on reasonable grounds the informa<on to be true or is likely to be true;
• the employee wishes the wrong-doing to be inves<gated;
• the employee wishes the disclosure to be protected.
4. Who can make a disclosure?
Any employee of the school can make a disclosure. For the purpose of this policy an employee is:
• current employees and principal
• former employees and principals
• contractors supplying services to the school.
5. Protec<on of Employees Making Disclosures
An employee who makes a disclosure and who has acted in accordance with the procedure outlined in this
policy:
• may bring a personal grievance in respect of retaliatory ac<on from their employers;
• may access the an<-discrimina<on provisions of Human Rights Act in respect of retaliatory ac<on from their
employers;
• are not liable for any civil or criminal proceedings, or to a disciplinary hearing by reason of having made or
referred to a disclosure;
• will, subject to Clause 5 of the Procedure, have their disclosure treated with the utmost conﬁden<ality.
The protec<ons provided in this sec<on will not be available to employees making allega<ons they know to be false or
where they have acted in bad faith.
As per legisla<ve requirements in the Educa<on Amendment Act 2015 – Mandatory Repor<ng.
Any maUers involving: dismissals, conduct, competency or serious misconduct will be reported to the Educa<on Council.

Review schedule: Triennially
Review Date
23/07/2019

Next Review Date 07/2022

Board Chair_________________________

!75

Principal __________________________

18. Cybersafety Policy
RaDonale
Paeroa College has a statutory obliga<on to maintain a safe physical and emo<onal environment, and a responsibility to
consult with the community. In addi<on, Paeroa College Board of Trustees has a responsibility to be a good employer.
These three responsibili<es are increasingly being linked to the use of the Internet and Informa<on Communica<on
Technologies (ICT), and a number of related cybersafety issues. The Internet and ICT devices/equipment bring great
beneﬁts to the teaching and learning programmes, and to the eﬀec<ve opera<on of the school.
The Board places a high priority on providing the school with Internet facili<es and ICT devices / equipment which will
beneﬁt student learning outcomes, and the eﬀec<ve opera<on of the school.
However, the Board recognises that the presence in the learning environment of these technologies
(some provided partly or wholly by the school and some privately owned by staﬀ, students and other members of the
school community), could poten<ally facilitate an<-social, inappropriate, and even illegal, material and ac<vi<es. The
school has the dual responsibility to maximise the beneﬁts of these technologies, while at the same <me to minimise
and manage the risks.
The Board thus acknowledges the need to have in place rigorous and eﬀec<ve school cybersafety prac<ces which are
directed and guided by this cybersafety policy.
Policy
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Paeroa College will develop and maintain rigorous and eﬀec<ve cybersafety prac<ces which aim to maximise the
beneﬁts of the Internet and ICT devices/equipment to student learning and to the eﬀec<ve opera<on of the school,
while minimising and managing any risks.

Policy guidelines
Associated issues the school will address include: the need for on-going funding for cybersafety prac<ces through
inclusion in the annual budget, the review of the school’s annual and strategic plan, the deployment of staﬀ,
professional development and training, implica<ons for the design and delivery of the curriculum, the need for relevant
educa<on about cybersafety for the school community, disciplinary responses appropriate to breaches of cybersafety,
the availability of appropriate pastoral support, and poten<al employment issues.
To develop a cybersafe school environment, the board will delegate to the principal the responsibility to achieve this
goal by developing and implemen<ng the appropriate management procedures, prac<ces, electronic systems, and
educa<onal programmes. These will be based on the latest version of the NetSafe® programme for schools, endorsed by
the New Zealand Ministry of Educa<on. The NetSafe® Kit for Schools, including its templates for policies and use
agreements, will play a central role in this process.
A process for repor<ng back to the board by the principal will be agreed upon and established. Frequency and content
of repor<ng will be included.
In recogni<on of its guardianship and governance role in the cybersafety of the school, the board will also develop a
policy rela<ng to board trustee use of ICT devices / equipment. This will cover all use of school-owned/leased and
privately owned/leased ICT devices/equipment containing school data/informa<on on or oﬀ the school site.
Guidelines for Paeroa College cybersafety pracDces
1.
2.

3.

4.
5.

6.
7.
8.

9.

10.
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The school’s cybersafety prac<ces are to be based on the New Zealand Ministry of Educa<on as best prac<ce for
New Zealand schools.
No individual may use the school Internet facili<es and school-owned/leased ICT devices/equipment in any
circumstances unless the appropriate use agreement has been signed and returned to the school. Use
agreements also apply to the use of privately-owned/leased ICT devices/equipment on the school site, or at/for
any school-related ac<vity, regardless of its loca<on. This includes oﬀ-site access to the school network from
school or privately-owned/leased equipment.
Paeroa College use agreements will cover all board employees, all students (including adult and community), and
any other individuals authorised to make use of the school Internet facili<es and ICT devices/equipment, such as
teacher trainees, external tutors and providers, contractors, and other special visitors to the school.
The use agreements are also an educa<ve tool and should be used as a resource for the professional
development of staﬀ.
Use of the Internet and the ICT devices/equipment by staﬀ, students and other approved users at Paeroa College
is to be limited to educa<onal, professional development, and personal usage appropriate in the school
environment, as deﬁned in individual use agreements.
Signed use agreements will be ﬁled in a secure place, and an appropriate system devised which facilitates
conﬁrma<on that par<cular individuals are authorised to make use of the Internet and ICT devices/equipment.
The school has the right to monitor, access and review all use. This includes personal emails sent and received on
the school’s computer/s and/or network facili<es at all <mes.
The school has the right to audit at any <me any material on equipment that is owned or leased by the school.
The school may also request permission to audit privately owned ICT devices/equipment used on the school site
or at any school related ac<vity.
Issues rela<ng to conﬁden<ality, such as sigh<ng student or staﬀ informa<on, reasons for collec<ng data and the
secure storage of personal details and informa<on (including images) will be subject to the provisions of the
Privacy Act 1993.
The safety of children is of paramount concern. Any apparent breach of cybersafety will be taken seriously. The
response to individual incidents will follow the procedures developed as part of the school’s cybersafety
prac<ces. In serious incidents, advice will be sought from an appropriate source, such NetSafe, the New Zealand
School Trustees Associa<on and/or a lawyer with specialist knowledge in this area. There will be special aUen<on

paid to the need for speciﬁc procedures regarding the gathering of evidence in poten<ally serious cases. If illegal
material or ac<vi<es are suspected, the maUer may need to be reported to the relevant law enforcement agency.

Review Schedule:

Triennially

Review Date:

23/07/2019

Next Review Date:

07/2022

Board Chair _______________________________________________________

19. Concerns and Complaints Policy
Purpose
To ensure that all complaints are dealt with eﬀec<vely and fairly.
Policy Statement
The Paeroa College respects any complaints that may be raised by parents or caregivers, staﬀ, students and community
members. The school believes in high standards and in the pursuit of excellence in everything. The Board is keen to
listen to and learn from any valid concerns raised about the school. The Board expects all complaints to be taken
seriously and handled courteously.
Making a complaint
The Board expects the following steps to be taken by a complainant.
1. Contact the person whom the complaint involves.
2. If unresolved, contact the appropriate Senior Leader.
3. If s<ll unresolved, contact the Principal.
4. If there is no sa<sfactory resolu<on from the previous steps, make a complaint in wri<ng to the Board. Any complaint
in wri<ng must be received before the Friday preceding the monthly Board mee<ng or it will be held over to the next
Board mee<ng. Any leUer of complaint will be tabled at the full Board mee<ng unless natural jus<ce prevents this.
There may be occasions when the steps under procedure 1 (as above) are inappropriate to
follow. In these cases, it is expected the complainant will contact the Principal or Board in
wri<ng. If the complaint is in respect of the Principal, then it should be addressed in wri<ng to the
Board.
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WriWen complaints received by the Board of Trustees
On receiving a wriUen complaint, the Board will decide on what further ac<on is required on a case-by-case basis.
Before the Board decides to deal with a complaint it must check that the procedures outlined above have been
followed. If not, it will normally return any leUer of complaint to the writer and ask that they follow these ﬁrst. All
leUers addressed to the Chair of the Board are for the whole Board. The Chair cannot act independently as to what
ac<on will be taken.
1. The Chair acknowledges leUer of complaint within 7 days of receipt and the complainant is advised of the next steps
in the Board process. The laUer becomes part of the correspondence that will be dealt with at the next Board mee<ng
while the public is excluded.
2. The leUer of complaint is tabled at the Board mee<ng and considered during public excluded <me and referred to
relevant par<es for repor<ng back to the Board. The Board may decide whether to deal with the maUer or to appoint a
commiUee to inves<gate and recommend to the Board.
3. At public excluded mee<ngs of the Board/commiUee, the reports are received, and the par<es may be invited to
speak to their complaint or answer ques<ons. The Board/commiUee considers the evidence and/or informa<on and
comes to a decision or recommenda<on.
4. Depending on the delegated powers of the commiUee, either they or the Board come to a resolu<on as to how the
Board will respond and/or what ac<on will be taken.
5. The Board’s response and the resolu<on of the complaint is communicated to the par<es to the complaint in wri<ng.
This cons<tutes the closure of the complaints process.
6. Any of the par<es may request the Board to reconsider their decision. However, for such a reconsidera<on to take
place, there must be new relevant informa<on.
Guidelines
1. The person about whom a complaint is made will be informed as soon as prac<cable and given reasonable <me to
respond.
2. Requests for conﬁden<ality as to iden<ty of complainant will be respected unless natural jus<ce demands otherwise.
3. Issues that demand immediate aUen<on e.g. allega<ons of serious wrongdoing, may require a special mee<ng of the
Board to be called.
4. Resolu<on or dismissal of the complaint must not be discussed before all the informa<on is available.
5. The Board will determine if there is any conﬂict of interest and act appropriately if there is one.
6. The Board must exercise cau<on when dealing with complaints regarding staﬀ, par<cularly in rela<on to
conﬁden<ality and processes to ensure the principles of natural jus<ce are met. It is advisable to seek independent
advice in such cases. The Board will need to consider the relevant staﬀ disciplinary policies, employment contracts and
expert advice.
7. Once the complaint process is closed, the Board will not enter into any further discussion/ correspondence on the
maUer.
8. A complaint regarding lack of compliance in rela<on to the procedure will be ac<oned with urgency as a new
complaint rather than a reconsidera<on of the previous issue.
9. All complaints made by the community, parents or students will be documented and reported where appropriate. All
employment rela<ons issues will be documented and reported where appropriate.
10. Insurance documents will be kept in an easily accessible loca<on in the event the Board needs to contact them
regarding indemnity.
10. All documenta<on rela<ng to the complaint will be kept in an appropriate conﬁden<al manner.

Review schedule:
Review Date:
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Triennially
23/07/2019

Next Review Date:

07/2022

Chairperson:............................................................... Principal: .......................................................................

20. Appoints Policy
Outcome statement:
The best quality applicants are appointed through a fair, rigorous appointments process.
Scoping:
To assist in the appointment of quality staﬀ to any vacancy which may arise, appointment
commiUees with exper<se relevant to the vacancy, may be selected to carry out the appropriate
appointment procedures. In accordance with the regulatory requirements for safety checking
under the Vulnerable Children Act 2014, we demonstrate our commitment to the safety of
children by adop<ng appropriate safety checking prac<ces when employing school staﬀ, whether
core workers, volunteers or other. This policy is used in conjunc<on with Paeroa College
procedures on safety checking, police ve~ng and screening.
DelegaDons:
The board delegates authority to the Principal to determine the composi<on of the various appointment commiUees
according to the schedule outlined below. Appointment of the Principal is the responsibility of the Board, which will
determine the process and seek NZSTA advice.
ExpectaDons:
Therefore, the principal must ensure that they:
1. determine the composi<on of the various appointment commiUees according to the
schedule outlined below:
!
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a. Appointment of members of the Senior Leadership Team will involve an appointment commiUee consis<ng of
the Principal, the Board Chair and a further trustee (should the board feel the need to include one).
b. Unless determined otherwise by the Board, appointment of all other teachers, part <me teachers, long term
relieving teachers, and non-teaching staﬀ will be the responsibility of the Principal in consulta<on with the
Board Chair or delegate where deemed necessary.
2. have school procedures in place and fully implemented that meet all legisla<ve
requirements regarding safety checking, police ve~ng and screening of all staﬀ as outlined below:
a. recruitment related informa<on including reference checks and candidate informa<on should be stored
permanently on ﬁle for those who have been successful in their applica<on for a posi<on. This includes the
candidate’s CV and reference checks.
b. teachers with a Limited Authority to Teach (LAT) are only employed on a temporary basis and not in a posi<on
where a registered teacher can be found to ﬁll the posi<on.
c. robust policies are in place to ensure that the person aUending an interview for a teaching posi<on is the same
as the one who claims to have been registered by the Council.
d. Safety checks are conducted by the most appropriate person in rela<on to the role being ﬁlled. Informa<on
gained is kept in an appropriate secure place.
e. Comprehensive employee induc<on processes are in place.
3. In the case of Community of Learning /Kāhui Ako:
a. Staﬀ seeking the Communi<es of Learning I Kāhui Ako leadership role or the teacher across schools role must
seek and receive consent from the Board before applying for the role.
Review schedule: Annually
Review Date 23/07/2019

Next Review Date 07/2022

Board Chair ______________________________________
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